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Thousands of sips by expert tasters keep blends of coffee uniform. Photographed at Hills Bros. Coffee, Inc., San Francisco plant. 


Food processing? Here, too, Moore cuts costs 


The great corporation and the corner 
grocer have this in common — Moore 


helps both pull down costly overhead. 


Hills Bros. Coffee, Inc.. uses Moore 
multi-copy forms and sharply cuts bill- 
ing, invoicing, bookkeeping costs. The 
smaller business saves, too, because 
Moore offers the right business form 
for every form of business. A small 
Memphis specialty foods distributor. 
for example, had been burdening its 
salesmen with 2 separate cash and 


¢ 


oS SP 


Marginal Punched 
Business Machine Forms 


Sales Books for 
Every Business Operation 


Instantaneous Carbon- 
Extraction Unit Sets 


charge salesbook systems. Moore de- 
signed a 3-part continuous register 
form combining all sales in one form, 
completed in one writing. 


Your business. too, can cut costs. Call 
your local Moore office (in over 200 
cities from coast to coast) for money- 
saving details. Factories in Niagara 
Falls and Elmira, N. Y.; Minneapolis. 
Minn.; Denton, Tex.; Los Angeles and 
Emeryville, Calif. Also sales offices 
and factories across Canada. 


MOOR 


BUSINESS FORMS, 
INC. 


THE ONLY NATIONAL COMPANY THAT OFFERS A 
COMPLETE RANGE OF MODERN BUSINESS FORMS— 


THE RIGHT BUSINESS FORM 
FOR EVERY FORM OF BUSINESS! 


Fanfold Billing 
Machine Forms 


Continuous Interleaved 
Typewriter Forms 


Registers and Continuous Register Forms 
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ve you so much on a Disc... 


myn 


SOUNDWRITER 


A v7 THE NEW AUDOGRAPH can 
Y &- help you get more work f 
done faster, easier, and os 
more economically — not because of any . 
one particular feature — but because of 
multiple features combined to give you é 
superb performance. 4 
For instance, the vinylite plastic Flexo- 
graph discs on which your dictation is re- 
corded are paper-thin, but virtually in- 
destructible. They can be transcribed, 


auditioned, filed for future reference, or 
mailed as easily and economically as a 


letter. But in addition, with aupDoGRAPH's 
exclusive, patented CLS* method of re- 


cording, you can dictate for a full hour — over 


14000 words — on one 8% inch disc, with 
uniform reproduction throughout the en- 
tire surface of the record. Only the aupo- 


GRAPH incorporates this feature — no other 


dictation instrument can give you so much on 
one disc. 

The new aupoGrapPu operates by simple 
fingertip control. It 1s light, smal] (934 x 
914 x 614 ins.), rugged and portable. In 
fact, amazingly superior in so many ways 
you'll be wise to know more before de- 
ciding on any dictation system. Have your 


secretary send in the coupon for free booklet now! 


—=—, 


*Unlike old-fashioned turntable record- 
ing, the AUDOGRAPH plastic Flexo- 
graph Disc passes under the embossing 
jewel at a CONSTANT LINEAR 
SURFACE speed, CLS. 


RMS, ; Ws "re —_— aaa FILLITIN! TEAR IT OUT! MAIL IT IN TODAY! 


ce A PRODUCT OF 
THE -GRAY MANUFACTURING COMPANY 
T OFFERS A : W. E. DITMARS, President 16 ARBOR STREET. HARTFORD, CONNECTICUT 
‘SS FORMS— v : i ? = ij Originators ot ihe Pay Station Telephone and 
’ ; x & x in Makers of Communications Equipment since 1891 
ESS FORM 


Name & TITLe 
BUSINESS! AME ITLE 


stNESS ADDRESS. 


OM- 


Phone aupocrarn your city for demonstration. 
Foreign Distribution, Westrex Corporation— 
(Western Electric Export Corporation) 
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there’sno . 
paperwork i in 


your business _ 
...don’t mail 


this coupon! 


EBERHARD FABER PENCIL CO. 
Dept. L-10,37 Greenpoint Ave., 
Brooklyn 22, N.Y. 


I need ideas on cutting paper- 
work . Please send 


FRE 


copy of 


in Business 


comprehensive idea guide to 
color-speeded office routines. 


NAME 


COMPANY 


ADDRESS. 


EBERHARD FABER 


PENCIL CO., Dept. OM-10, 37 Greenpoint Ave., B’klyn 22, N. Y. 
Please send my FREE idea-guide, ‘COLOR SYSTEMS IN BUSINESS’. 


CITY & STATE 


Name Title 


— Wl 


City 

the only colored pencil in 3 
oe different lead strengths to 
a match 3 writing pressures 
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They're Individuals 

% INDIVIDUALISM, rugged or otherwise, has never been 
in much favor with those who would control opinion and 
action, and is less popular with them now than ever. The 
events of the past thirty years have strengthened their con- 
viction that it is far easier to manipulate groups rather than 
individuais, and in a world filling up with people at an un- 
precedented rate, the belief that it is imperative to handle 
them on a group basis is probably going to spread. 

We speak now only of the office, which we think would be 
the better for more individualism rather than less. One of 
the reasons why there is less personnel trouble in smzll of-. 
fices than in large offices is that in the small office it is hard 
not to treat people as individuals. The larger an office be- 
comes, the more likely it is to submerge the individual into 
a group. The group may be managed with perfect fairness 
to the individuals composing it, but the management tends 
to become more and more impersonal as the group grows. 

To Johr Smith and Mary Jones the traits which make each’ 
of them a distinct personality are as precious as anything in 
this world.. They resent, instinctively, everything which tends 
to reduce their individuality. Lumping them as units in a, 
group does just that. A group is truly efficient only when. 
those who direct it remember that it is made up of people!! 
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URING the week of October 25th thousands of these 
tickets will be collected at the gate at Grand Central 
Palace. in New York. 


Buyers calling on salesmen! Management coming in 
for a check-up on what's new and important in business 
machines, systems, methods, equipment. Busy people 
getting ideas. forming impressions. learning and_re- 


learning the advantages of efficiency in the office. 


Executives and personnel with administrative respon- 
sibilities should find it advantageous to spend several 


hours at this Show. 


Grand Central Palace, Lexington Avenue and 46th 
Street. October 25 to 30 inclusive. 1 PM to 10 PM 


daily. 


NATIONAL BUSINESS SHOW 
America’s Efficiency Exposition since 1904 


30 Vesey Street, New York 7, N. Y. 
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“,..he rescued 


..-and she’s been going to town ever since! 


“Here was a case of ‘Blunderland’ office procedure, records and 
equipment, slowing up a gal that was frying to be efficient. 
“Here's what we did: 


“We asked the Diebold Man to make a record equipment analysis 
of the situation. He found Alice walking when she should (and could) 
have been sitting still. Reaching from the ceiling to the floor after 
poorly housed records was slowing her reference time. She lacked 
modern record signaling facilities necessary for fast analyses. 


“As a result of his behind-the-scenes information he was able to 


make unbiased suggestions that helped Alice out of a tough spot. The new V-Line posting tray— 


Unbiased, because he could offer all four types of record-handling one item in the wide range of 
equipment—rotary, vertical and visible files—even microfilm!” Diebold equipment types. Speeds 

; : ; machine or hand-posting. Saves 
Need help? Phone your local Diebold Office, or write—Diebold, Inc., 


Space —time— money. Ask your 


1635 Fifth Street, $.W., Canton 2, Ohio. Diebold Man. 


C Wo d/ == Va 
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RECORD-HANDLING Systems 


a eae MICROFILM © ROTARY, VERTICAL AND VISIBLE FILING EQUIPMENT © SAFES, CHESTS AND VAULT DOORS ¢ BANK VAULT EQUIPMENT © BURGLAR ALARMS 
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mee =O When Fire Strikes!... Kill It With a 
fm = HOTCHKISS 


Easy Action 
FIRE EXTINGUISHER , 


s For the Auto j A 
= For the Office <—... 
me 8 8=6For the Home ; eg 


SPECIFICATIONS 


Capacity 1/2 quarts chrome 
plated, non-rusting and non-cor- 
roding. Shoots continuous 
stream of liquid 20 to 25 feet, 
Furnished complete with wall 
bracket. 

Also furnished in 1 quart capa- 
city with same other specifica- 
tions. Can be equipped with 
steering column bracket for 
auto. 


If Your Building Burned Down, 
ieeenieinion. Where Would You Continue Business? 


Look for this sign. Everything may be covered by insurance but today’s construction condi- 
tions may make it impossible for you to get a decent location for months. 
If your auto burns, it would take a long time to replace it... and with 
today’s prices, things cost more than your insurance money provides. 
Why risk all this when a Hotchkiss Extinguisher will kill any incipient 
fire in three minutes! 


a ees) = el 


The time to fight a fire is when it's first detected. Practically every fire 
can be killed with little loss IF a fire extinguisher is on hand when fire is 
discovered. 


There's a Hotchkiss Stapler for Every Office Need 


' —~ 
GOP g 
; oe 
MODEL 51 MODEL 5A MODEL 20 MODEL 6A Pa MODEL 122P MODEL 1228 
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52 PLIER 57 PLIER 51-53 PLIER NO. 96 TROJAN TACKER MODEL HA 12 


STAPLERS A ~ TACKERS 
os . THE EK. AOLCHELS COMPANY 2". 
AES Tees NORWALK, CONNECTICUT _ 


**Pioneers tin all that’s best in stapting’® 
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Save Time 
SORTING PAPERS OF ALL KINDS 


= WITH THE 


Sort-O Mat 


In your office, where are papers s>-ted? In 
Sales .. . Accounting .. . Purchasing... 
Central File ... Mailroom . . . Elsewhere? 


Wherever it is done, Sort-O-Mat can save 
you time and money. With a "Y and E” Sort- 
O-Mat an inexperienced person can sort at 
least 800 pieces an hour. Sort them easily and 
accurately. 


How ““Y & E’”’ Sort-O-Mat Saves You Time 

Wherever it is done, Sort-O-Mat can save you 
time and money. With a’Y and E” Sort-O-Mat 
an inexperienced person can sort at least 800 
pieces an hour. Sort them easily. ..accurately. 
Sort-O-Mat consists of a set of indexed sep- 
arators mounted vertically on a tray. There is 
a correct division for each paper sorted. As 
each paper is dropped into place, Sort-O-Mat 
automatically expands to make room for it. 
When all papers are placed in the sorter, they 
are in the proper sequence for processing. 


You Quickly Sort Anything Written on Paper 
You can sort by alphabet... number... date 
... Subject . . . geographic location . . . any 
combination of these, or to any sequence 
peculiar to your own requirements. Sort-O- 
Mat guide tabs permit arrangements that fit 


your business — exactly. 


CORRESPONDENCE 


ma 
REPORTS VOUCHERS 


Prove it Yourself 

Call your’ Y and E” representative. He's listed 
in the “classified section of your ‘phone book. 
He will furnish you with a trial Sort-O-Mat. 
Use it in your office. See for yourself how Sort- 
O-Mat saves enough time and money to pay 
for itself in a few weeks. Its vertical arrange- 


ment saves valuable office space too. 
*=>e Filing Equipment, 
Office Equipment 


For further information write for the new Sort-O-Mat folder No. 3999 


i ey 


sie dee : Ms aa «Sais we. a ct nn: aa OF oa es pe a. ee er ths 
.- ee to ia (et 2 7 3 et 14 . an 7 3 a ay ) Pam 2 ‘ an = } ¥ - 4 ae - e Seg im “- ; i “3 a 
E. 
ti 
\G ee | 
‘ 
rome — eas ce \ — 
\-Cor- ee ee e 
10us ee 4, 
feet. ‘ a a4 
wall cL te a | Y 
ape- : ES =) 
mn eat \ 
w { a ae » 
_~ ih = ea .s . 
\ 4 yi th = eel i 
° J | | = ; g fi 
yn, Y ia cE Pe 
\ ae * f 
s? iG 3 ae a 4 i 
\ q 3 j a 
ondi- \ . § ~ 
nths. % 5 a \ 
with \ Ze ; 
ides. \ wa i : 
ient \ or eb 
~ s 
4 fire : ’ . 
ire is ° 
; = snl A 
| 4 
128 | =) 
Pa 
ee 
y° 4? Ala BBBE MupG40, icc: jee soak ae 
BS DANE SES 1" ERs LOdeday Street MochosterS,. N.Y. 7 of 
| October, 1948 OFFICE MANAGEMENT AND EQUIPMENT . 
2 4 I a , ie oe | ae 2 an 


—— Pe Ss ; - 


r 


/ 


ee ee 


PRACTICAL LIGHTING IS 
luntide FOR EACH INDIVIDUAL 


eee FOR EACH TYPE OF WORK 


Pow persons see exactly alike. 
Even on similar jobs they have dif- 
ferent—and changeable—lighting 
needs. Consider how these varia- 
tions multiply when you plan to 
compensate for dark locations... 
to provide high level illumination 
for precision machining, fast as- 
sembly, close inspection, drafting 
or accounting. 


Then you'll understand why we 
stress the Dazor Floating Lamp’s 
flexibility: its capacity for delivering 
the right amount of light for the 
individual at the right place for the 
type of work. Dazor’s exclusive Float- 
ing Arm enables the user to raise, 
lower, push, pull or tilt the reflector 
anywhere within the broad area 
reached by the lamp. Once guided 
to the point selected, a patented 


AzZoR FLOATING LAMp. 


FLUORESCENT 


and 


mechanism holds it; there’s nothing 
to fasten. 


Your choice of advanced Dazor 
lighting is a logical step toward 
improving the safety record, in- 
creasing Output, curtailing errors. 
It also puts you in good company. 
Just observe as you examine photo- 
graphs of progressive concerns in 
aa magazines, how often 

azor Floating Lamps appear as 
“part of the picture.” 


Phone Your Dazor Distributor for 
an on-the-job demonstration of 
Dazor efficiency. In the event you 
require the distributor’s name,write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries 
to Amalgamated Electric Corpora- 
tion Limited, Toronto 6, Ontario. 


INCANDESCENT 
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MOVES FREELY INTO ANY POSITION 
AND STAYS PUT— WITHOUT LOCKING 


m— CHOICE OF 4 BASES —— 


Vad 


UNIVERSAL BRACKET DESK PEDESTAL 
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IF A RECORD IS WORTH KEEPING 
IT’S WORTH KEEPING WELL - «+ 


t 
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No filing system can be better than the files in which it is placed. That's a twist on an old 
maxim ... But another maxim, true for many years and true today, is that you cannot 
put your records in better files than Security’s “7700 LINE.” 

Two, three, four and five drawer letter and legal size cabinets, plus a full line of card 
files. . . . Here is “A” Grade filing equipment intelligently designed for the exacting 


demands of today and the expanding demands of many tomorrows. 


“orem 


Write for a Security “7700 LINE” folder, It will be sent to you promptly and without 
obligation. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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THIS IS 
AN ARTIST 


at his drawing board 


Note that look of contentment on his face 
... that look of a job well done. 


He works for a busy advertising agency 
and an hour or so ago the boss gave 
him an illustration to do with a very 
short deadline. He made it—with 
plenty to spare. 


Now—note the pencil he’s using. It’s 

a KOH-I-NOOR, and while it didn’t 
actually inspire him, it helped 
immeasurably by standing up under 
his first feverish strokes and giving 
smooth, dependable performance 
right to the finish. 


You can depend on KOH-I-NOOR 
every time... it’s made of straight 
grained cedar and the finest 

lead — a combination that assures 
long-life ‘‘staying power.’’ 


| KOH-I-NOOR PENCIL COMPANY. 
BLOOMSBURY, NEW JERSEY 


We welcome letters from readers on any phase 
of office management. Opinions expressed are not 
necessarily those held by this magazine. 


Re-Typewriter Desks 


RALPH TABAKIN, Consultant, 
R. Ralf & Associates, 
Richmond, Va. 

Dear Mr. Tabakin: 

I was disappointed when I noiiced in Orrice MANAGEMENT 
& EQUIPMENT that you set up an office with desks that have 
center drop sections for the typewriters. Have you ever 
checked the productivity of the same girl using this type of 
desk as against that same girl using a desk that gives her 
a complete flat top working surface? This increased pro- 
ductivity is true even if she does nothing but type all 
day long. 

I started a campaign against this type of desk after ob- 
serving workers in the first job I ever held—ten years ago, 
fresh out of university and full of ideas. None of the work- 
ers was happy—the girls couldn’t do justice to any work 
that required an expanse on which to work. With the desks 
closed, girls had so little leg room that they nearly broke 
their backs reaching over for their work; with the desks 
open, there was still not room to cross their legs, or to put 
supplies and finished work on. And keeping the desk-well 
clean is almost impossible. Incidentally, working under 
those conditions breeds unconscious resentment against such 
an unfeeling management as the one providing them with 
such poor equipment. 

Explaining this fact to management always met with the 
very reasonable suggestion that all replacements be made 
with other equipment—and the effect on morale and output 
(both as to quantity and quality) has been astounding. Side 
pedestal desks have the disadvantage that different operators 
prefer to work from different sides. However, small tables 
just large enough to hold the typewriter and copy (or other 
office machines, as far as that goes)—said tables equipped 
with piano casters for easy manipulation—are the perfect 
answer. Each girl can roll her table to the side most con- 
venient for her, and when changes in personnel occur, there 
is no equipment or lost time problem. It also means each 
typist has three additional drawers, easily accessible, in the 
space usually occupied by the typewriter pedestal. Further- 
more, the number of machines required is usually cut by 
approximately 20 per cent, as the mobile equipment permits 
sharing of machines by operators who use them only spas- 
modically. CLAIRE RAWSON, 

St. Louis, Mo. 
Mr. Tabakin Replies 
Dear Miss Rawson: 

I thoroughly agree with your comments on center-drop 
desks. These desks have proven to be a drawback in the 
efficiency of office procedure. However, although I find your 
remarks pertinent regarding the use of mobile typewriters 
tables, I have learned that this is a satisfactory solution only 
to those working in pools, file rooms, general typists, and 
part-time users of typewriters. Many oi the secretaries who 
work direct with their employers or supervisors prefer to 
have everything at hand and have favored the right or left 
ped:stel secretarial desks. RatpH TaBaAKIN, Consultant 
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Chair illustrated is the 


Goodform Comfort Master DeLuxe No. 3507 


S an executive you spend a good 
part of vour lifetime seated in an 
office chair. Enjoy comfort and good 
seated posture while you work in a 
Goodform Comfort Master DeLuxe. 
Five simple adjustments fit this 
chair to your personal requirements, 
whether you be tall or short, heavy 
or thin. You sit on deep, luxurious 
foam rubber, which cushions the 
shaped seat, arms and backrest. 
The lustrous, satin-smooth finish 
ofnatural aluminum contrasts smart- 
ly with the rich color and texture of 
Bedford Cord or other upholstery 
covering of the user's selection. The 


GOODFORM ALUMINUM CHAERS 
October, 1948 


welded aluminum frame is rigid and 
permanently strong. It will not 
bend or dent. split or splinter, or 
develop rough edges to damage 
clothing. Its anodized surface re- 
mains undimmed through the years, 
easily kept clean and sparkling 
with soap and water. 

This chair will provide comfort- 
able, healthful seating for a business 
lifetime. Write us for the name of 
the nearest GF branch or dealer 
where you can see the Comfort 
Master DeLuxe. ‘Try it out for ten 
days in your own office if you wish. 
It is available for prompt delivery. 


© METAL DESKS e METAL FILING 
OFFICE MANAGEFENT AND EQGU:?>MENT 
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GOODFORM 
Adjustable 


ALUMINUM CHAIRS 


A product of THE GENERAL 
FIREPROOFING COMPANY 


DEPARTMENT M10 
YOUNGSTOWN 1, OHIO 


CABINETS . STEEL SHELVING 
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Announcing 


A 4-P ost Drafting Table by SECO 


SMARTLY DESIGNED 


SOLIDLY BUILT 


ATTRACTIVELY FINISHED 
5 PLY BASSWOOD TOP 


COMFORTABLE FOOTREST 


A new product has been added to the well known line of SECO quality equipment. The 
7700 drafting table is especially designed to give the draftsman an efficient, comfortable, 
and attractive drafting table. 


This table is available without drawers, with tool drawer only or with tool and shallow 
drawer. An auxiliary drawer unit with a supply drawer and file drawer can be had to 
supplement drawer space in table. Made in five sizes and four styles. There is a wide 
range from which to select a table most suited to your needs. 


A Mobile, E-Z Grip, or Ideal Parallel Ruling Straightedge is suggested as a complementary 
item for use with this table. 


ACCESSORY ITEMS 


DRAFTING BENCH DRAFTING STOOL 
ROLL PAPER DISPENSER IDEAL T-SQUARE 
PROFESSIONAL TRIANGLES DRAFTING PENCIL 


| EET 
_ snc 
ENGINEERING MANUFACTURING CO. ‘” 3c", 


— 
——, 
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On Ev 


A simple practice—the use © 
of the opaque kind 
Type, draw, or write 
paper is a “master”—rea 
Manual transcription .-.P 
nated for good. 


ACCOUNTING—without manual transcription 


Your work sheets a 
nd ledgers—on t 
duced by Ozalid i ranslucent paper—ca 
} size posit zalid in 25 seconds (avg.). Each Ozalid pent patie 
, ve copy... as easy to read as the original S an exact- 


Composite re 
ports can be pre d 
sheets—with oe yams from separate t 
out lifting a pen, without one error in aa 
ion. 


Thus, informati 

; on can be passed on i j 

‘oi mm in? ~ 
authenticity ... without retyping ediately—in its original 


eateuseentieniins 


———— 


FILING —without manual transcription 


ranslucent cards... and your 


Le | 


Post in the usual manner—on ordinary t 
files become “alive.” Whenever information on an account is desired, 


you simply place the translucent card on a sheet of Ozalid paper 
_..and feed into your Ozalid machine. Out comes a positive (not 
he | negative) COPy --- in seconds ..- without error.-- with less than a 


penny spent. 


ow REPORTS —without manual transcription 


Sales, service, or other report 

ears oe s on translucent paper can 

waa Scale eal And no limit to the number 7 Ovalid 

ne a are ically no size limits—translucent sheets can be 

panel , any length. Use Ozalid to copy manifold ac- 
e reports, advertising layouts, etc., if you wish ° 


tr 
anslucent to produce file or pass-on copies 


OZALID 


New Free Booklet! 


“The Simplest Business System” 
tells the whole story — lists 116 job- 


rc 
| 
| 
| Gentlemen: Ple 
\ 
by-job savings you can realize with | 
\ 
| 
\ 
| 
| 
. 


fully explaining the 
Ozalid Streamliner. 
translucent papers and Ozalid. Write 
for it today! 


OFFICE MANAGEMENT AN 


Ends Manual Transcription 


—ends manual transcription in yo 


in usual man 
dy for immediate Ozali 


—_ 


ase send free copy oO! 


D EQUIPMENT 


ery Job! 


f ordinary translucent paper instead 
ur office. 


ner—but now every sheet of 
d reproduction. 


roofreading...and mistakes are elimi- 


A Division of General Aniline & Film Corporation, 
Dept. 140 


Johnson City, New York 
f “The Simplest Business System”... 


savings realized by using translucent papers and new 


pit cannon AC a ant 
—_ a erred 


aaa ities Ozalid in Canada—Hughes Owens Co., Lid., 
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THE 


RELIABLE BUSINESS AIDS 


VISIBLE 
CABINETS 
FIRE MASTER Sold only 
INSULATED through 
FILES Franchise 
Sold only Sikdiiore 
through 
Franchise 
Dealers 


<" BESTLINE 
NON-INSULATED 
STEEL FILES 
Sold only 
through 
Franchise 


Dealers 
TUBE 


REFERENCE 
VISIBLE 
EQUIPMENT 


BOOK 
VISIBLE — 
Metal or 
cloth covered 


STEEL 
SECTIONAL 
VISIBLE s 
RECORDEX 7 “7 
woop VISIBLE ~ | 
SECTIONAL FOLDERS i 
VISIBLE oe 


STENCILS 


AND INKs VISECO 
PHOTO 


COPYING 
NEQUIPMENT 


TREASURE 
CHESTS 
FILING 
SYSTEMS 
AND 
SUPPLIES 


SORTERS 


VISECO 
DESK 
TRAYS 
MAK-UR-OWN 
CELLULOID 
INDEX TABS, 
INDEX SHEETS, 
SHIELD TABS 
AND HINGES 


For over 60 years the Victor Line of Quality has been out- 
standing in the field of office equipment and supplies. 
Complete information available at your local stationer. 


THE VICTOR SAPS a EQUIPMENT co. i INC. 
North Tonawanda 
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O mauler 
what kind of records you keep 


or how Many... 


Lheyll cost you less on 
UARCO business forms 


Perhaps it’s an invoice, a cash sale form, a work 
order, a receiving ticket. Maybe you write a thou- 
sand forms a day—a week—or a month. 

No matter what kind or how many, they still 
must be produced ... copied . . . distributed . . . filed. 
And there’s where Uarco business forms save you 
money! They cut the time for each operation to 
an absolute minimum. And at today’s wages, time 
is certainly money! 

Give your people a chance to serve you more 
effectively. Call in a Uarco Representative for a 


tnatance... this E-Z-Out Form complete survey of your business form require- 
is one of the many types with which Uarco ments. There is no charge for this service—no 
serves every kind, every size of business. obligation whatever. 
With E-Z-Outs, one writing produces every copy 
the job requires. No carbon mess... carbons come 
already interleaved. Copies are held together UARCO INCORPORATED 
neatly for additions or corrections—then Chicago, Ill.; Cleveland, O.; Oakland, Cal.; Deep River, Conn. 
detached with one simple operation. Offices in All Principal Cities 


UARCO PAYZBSaZ5 


INCORPORATEDO 


CONTINUOUS.STRIP FORMS SINGLE SET FORMS AUTOGRAPHIC REGISTERS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS AND REGISTER FORMS 
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outstanding features 
greater durability 
increased F. Q. 


an What's the F. Q. (filing quotient) of your filing 
- operation? It can be measured by the efficiency, 
i: accuracy and capacity of your filing clerks. It's an 
" important part of your business and a measurable 


cost of your business operation. 
Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
pull is required to open the drawer of a Browne- 
3 Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
: operation. The smooth performance, durability and dependability of 
4 Browne-Morse Glider Files make them the best designed, best engi- 
: neered and biggest value on the market today. Check the features below: 


The extension arms on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
ae Be ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
gliding action 


raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


Patented channels and extension 
slides permit the installation of - 
inserts in all openings by any- 
one without the use of tools. 


Automatic locks may also be in- — point a ; oo Cla 
stalled in the field. . wy Y j 
Architects of Efficiency for America’s Office a a a Ne an 


on the Browne-Morse 
Glider File. Learn ™ Sten, | 


how you can in- ss ~ § 
MUSKEGON - MICHIGAN crease the filing quo- ] 
tient and cut costs of j 


your filing operation. 


MANUFACTURERS OF STEEL a —_— AND — SUPPLIES FOR OVER 38 YEARS. ‘4 
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of the 
sibility 


Increased profits are ASSURED when Ditto arrives to take 
over your copy problems. Ditto is more than a “‘dupli- 
cator.”’ It copies anything typed, written, printed or drawn, 
in one to four colors at once, without inking or make- 
ready. Because Ditto is so adaptable thousands use it for 


their Order-Billing, Production, Purchasing, Payroll and 
other systems. More thousands use it for such needs as 
those listed below. Scan this list, see if you're doing by 
hand what Ditto does so quickly and without human 


error! Mail the coupon, get facts, case histories, and 
samples; know how Ditto can save and earn for you! 


PRODUCTION 
PURCHASING 
PAY ROLL 
ORDER-BILLING 
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MANUFACTURING 


OOrder and Billing Systems 

O Parts Order 

0 Assembly Order 

O Purchase Order Receiving 
Systems 

0 Payroll Systems, Account- 
ing Reports 

0 Salesmen’s Bulletins, Price 
Book Sheets, Quotas, etc. 

0 Charts, Maps, Graphs, 
Drawings, etc. 

0 Accounting Statements & 
Reports 


WHOLESALERS 
0 Order and Billing Systems 


0 Salesmen’s Bulletins 
0D Price Book Changes 


FINANCIAL 
INSTITUTIONS 
D Daily, Weekly and 
Monthly Statements: 
0D Trust Reports, Stock 
Transfers 
C Installment Loan Systems 


INSURANCE 
COMPANIES 
D Policy Card Records, 
Bulletins to Agents 
OD Reports, Statements & 
Abstracts 
O Abstract of Claim 
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PUBLIC SERVICE 


0D Requisition and Purchase 
Order Systems, Bid Re- 
quests 

0D Accounting & Finance 
Statements 

0 Drawing & Sketches 


RAILROADS 


DO Passing Car Reports, 
Operating Reports 

0 Car Interchange & Inter- 
line Exchange 

© Accounting and Financial 
Statements 


DEPARTMENT STORES 


0 Accounting and Financial 
Reports 

0 Sales and Stock Reports 

0 Ruled Forms, Bulletins, 
etc. 


CHAIN STORES 


D Inventory Sheets 

© Warehouse Order and 
Billing 

O Price Lists and Changes 

0 Advertising Layouts 


CONSTRUCTION 
AND BUILDING 


0 Specifications, Bid 
Requests 

0 Drawings and Sketches 

D Payroll 

OD Purchasing Receiving 


DIT 


TRADE MARK REG. U, S, PAT. OFF, 


22¢ 


W. Harrison St., Chicago 12, Ill. 


In Canada: Ditto of Canada, Ltd., Toronto, Ont. 


PRINTING 
AND PUBLISHING 
0 Printing Orders 
0 Advertising and 
Circulation Statistics 
0D Advertising Presentations 
© Reports and Statements 


ASSOCIATIONS 


0 Bulletins to Members, 
Credit Inquiries 

0 Statements and Reports, 
House Organ 


MEAT PACKERS 


D Order and Billing Systems 
0 Sales Bulletins and Price 


CHECK THESE PROFIT-MAKING APPLICATIONS. MAIL THE COUPON 


ACCOUNTANTS 

D Profit and Loss State- 
ments 

0 Balance Sheets, Audit Res 
ports 

O Ruled Forms, Working 
Papers 

0 Income Tax Reports 


GOVERNMENTS 
0 Accounting Reports, Bid 
Requests 
O Purchase Orders 
O Engineering Drawings 
0 Charts and Graphs 


Lists 

CD Accounting and Financial 0 Specifications 
Statements 0 Material Lists 
DITTO, Inc. 


MANAGEMENT AND EQUIPMENT 


2264 West Harrison Street, Chicago 12, Illinois 
In Canada: Ditto of Canada, Ltd., Toronto, Ont., Canada 

Gentlemen: Without cost or obligation please 
mail me Ditto profit-earning facts and Ditto 


samples. 
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UNMATCHED PERFORMANCE 


Even in these difficult days Tagger ribbons 
and carbon paper have steadfastly maintained 
their unparalleled reputation for value and per- 
formance. To extend the existing leadership 
of this fine line, a new ultra modern Tagger 
“Curl-Less” carbon that eliminates tendency 
to curl has been added to the line. It always 
lies flat and smooth, is quick and easy to 
handle, will not wrinkle or tree. Precision 
workmanship combined with an exclusive 


M &V manufacturing process enables Tagger 
“Curl-Less to produce exceptionally accurate 
reproductions and give long ana dependable 
service—truly an outstanding value. Of course 
Tagger “Curl-Less” is furnished in various 
weights and finishes for standard as well as 
noiseless machines. The special M&V quick 
removal feature saves operators’ time and in- 
Remember too, all this 
added value—at no extra cost. 


sures longer wear. 


MITTAG AND 


ESTABLISHED 


VOLGER, INC. 


1881 


FINE CARBON PAPERS & INKED RIBBONS - 


PARK RIDGE, NEW JERSE} 
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BOORUM & PEASE 
RING BINDERS! 


Here are first-line ring book feacures 
that will appeal to executives who are 
sticklers for neatness, attractiveness .. . 


and price! These ring books in the 


$2312 
Universal line Boorum and Pease popular price line 
(Flexible Cover) 4 i 
Cat. 41 —Page 13 are made of good materials, with 
The following zipper numbers have J : ; 
been added to the Universal line. boosters to simplify opening and clos- 
2308Z Black 2308BZ Brown , pe 
—— ” 2310Bz” ing. Both books feature “Fabrihide 
2312zZ =” 2312BzZ ” meee 
covers, an excellent imitation leather 
considered superior to many so-called 
“Genuine” leathers. In Black and 
Brown. 
For full details, call your Boorum and Pease 
$4312 stationer. He'll be only too happy to answer 
Columbia line any questions you might have and bring you 
(Stiff Cover) up-to-date on all Boorum and Pease book- 
Cat. 41—Page 15 keeping supplies and methods. 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y 
BOSTON 10. 10 SUMMER ST « ST LOUIS 2 115 SO. 8TH ST * CHICAGO: 310 W POLK ST 
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FACTS ABOUT 
DENNISON GUMMED 


[ndoy, Toles 


Q. How many types of Dennison Index 
Tabs are available ? 


A. You may purchase six, in all— 
plain, individual cloth or paper tabs; 
printed, individual cloth or paper tabs; 
cloth tabs in strips; cloth tabs on cards. 


Q. Why are there so many types of 
Dennison Index Tabs? 


A. Dennison Index Tabs are available 
in these six types to meet your every 
possible need. Some folks want alpha- 
bet-printed tabs. Some require single, 
plain tabs for certain jobs, while others 
find that individual index tabs are not 
long enough for descriptive informa- 
tion. Therefore, they specify index tabs 
in strips, which can be cut to any de- 
sired length. 


Q. What are some of the important 
features to look for in index tabs? 


A. They should be made of finely 
woven cloth or well-sized paper to 
make writing on them easy for you. 
They should be heavily gummed for 
firm, lasting attachment. Stock should 
be durable and tab extensions firmly 
reinforced. Dennison Index Tabs pos- 
sess all these features. 


Q. Where are index tabs used ? 


A. You may use index tabs for in- 
dexing ledgers, directories, price lists, 
catalogs, filing cards, reference books, 
research records, inventory sheets, stock 
books, and factory file cards. 


* * * 


Dennison Index Tabs, 
as well as many other Dennison 
Handy Helpers for the office, are on sale at 
stationery counters everywhere. 


Dennison 


FRAMINGHAM, MASSACHUSETTS 
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National | 


if 


has modernized the savings bank’s system! 


See what it can do for your business! 
Businesses of every type and size all over 
the country report savings ranging up to 
30% after mechanizing their accounting 
with Nationals. Savings which often paid 
for the whole National installation dur- 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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Mechanized Accounting | 
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ing the first year—and then ran on year 
after year as lower operating costs. Ask 
your local National representative to 
check your present set-up and report 
specifically the ipieia tnd atage annem. CASH REGISTERS » ADDING MACHINES 
Of course, there is no cost or obligation. ACCOUNTING MACHINES 
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e A-S-E factories in Aurora, Illinois, and South 
Bend, Indiana,are more than just so many bricks 
and so much mortar. They’re almost like living 
things, in that they have 36 years of growth be- 
hind them, a well-developed sense of responsi- 
bility to the trade, character founded on product 
dependability, and confidence that the future 
holds an ever-growing acceptance of A-S-E 


products among dealers and users. 


This rare combination of qualities— 
responsibility, dependability, confidence 
—is building Dealer Benefits and Product 


Preference for today and tomorrow. 


When you attend the National Office Furniture 


Convention at the Waldorf-Astoria Hotel in New York, 
October 28-29, stop by Booths J8—JIO and see for 
yourself the quality of A-S-E Equipment. 


ALL-STEEL EQUIPMENT, Inc. 


900 Cleveland Avenue, Aurora, Illinois 
PT Ee ce, 
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Banks Prefer # 


ACE Sapling 
Machines ¢ Hapiles 


WHEN YOU are told that bankers prefer Ace 
Stapling Machines and Staples it is one of the finest compli- 
ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional men you would get the same 
1) den o ees ete 6 oo eee enthusiastic endorsement. 


steel wire. Ace uses only the finest quality, pre- 
cision made, accurately drawn-to-size steel wire. 


Lain - é: ees 


| 


? 


00'S 


Bankers have found, from long experience, that the successful 
operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
staples used as it does on the machine itself. It is poor economy 
to jeopardize the smooth, efficient operation of an Ace Stapler 
by using poor grade staples. 


Every Ace Machine and every Ace Staple is produced with a 
degree of skill unapproached in the stapling industry giving 


wn : these products those fine qualities so greatly appreciated by all 
= who use them. 
; ACE PILOT 
Cc Precision built by skilled 
| * : oh : , workmen. Staples and 
a : 2 ese a. pins. 
7 7 FIG. 2 shows the ALL-ROUND steel wire after ie 3 
a bs being treated by the Ace Process. This gives max- ACELINER a ae ACE STAPLE REMOVER 
Pe " tuum strength on the outer edge where Wi “World's Finest Stapler’. % . j Snaps out clinched sta- 
a - r where it is needed Staples, pins, tacks and ~ ples in a jiffy. Saves 
‘ most. hand fastens. finger nails. 
= 
bd 
a 
Stapling Mgege 

a ~ ; ‘ % * : 

4 ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
(. 2 IN CANADA e@ ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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Have your nearby Woodstock 
representative bring the new deluxe 
1948 model to your office. See how 
quiet and precision perfect it 
really is. A demonstration will a 
convince you of the ease, speed ie 
and pleasure it will add to your 
typist’s work. Give it a 
thorough test . . . check 
its many new features. 
Prove to yourself that 
this is the typewriter 
for your office. 
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PANAMA-BEAVER 


GUWUE” aU 


Coast to Coast Distribution 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y. 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 
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‘| LOVE YOUR NEW DISPENSER, TEX,” “A CINCH TO USE,” SAYS SALESMAN BILL, 


CONFESSES STENO SUE. “THE SIDES CAN'T SPREAD... STAY STEADY. 
“THE FRAME WONT SQUEEZE AND LOCK THE ROLL AND SO THE TAPE IS HELD QUITE FIRM, 
AS SOME DISPENSERS 00 /” NOT JAMMED, NOT LOOSE...BUT READY /” 


YOULL SAY OUR NEW DISPENSER'S TOPS... 
YOURE SURE TO LIKE IT FINE. 

ANO SEE HOW SWELL IT LOOKS IN THE 

NEW CANDY-STRIPE DESIGN / 


“THE SHARPER CUTTER BAR,” SAYS RED, 
‘CUTS TAPE SO CLEAN AND NEAT, 
| NEVER NEED TO TWIST OR TUG... 
IT HAS ALL OTHERS BEAT /” 


7 ; | y 4 
ce i CELLOPHANE TAPE 3: 
STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
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S| ACCOBIND FOLDERS 


> Are Essential to Every Filing System 


e ACCO BINDING, at the desk and in 
the files, saves time. improves efficiency. 
assures safety. Acco Fasteners, Acco- 
bind Folders, Accopress Binders are the 
tools that make any filing system perfect. 
Easy filing, quick finding. elimination of 
mis-filing, permanent security for papers 
are the features that have made Acco 
preferred by businesses everywhere. 
You, too, will find Acco products money- 


Ask any 


making business builders. 


stationer! 


The prongs of the ACCO Fastener 


pane ere ian held ee ct Check ACCO Catalog No. 246 for immense range of 
giving assurance against misplace- ACCOBIND Folders covering all Filing System requirements. 


ment or loss, 


ACCO PRODUCTS Ine. 


Riverside Drive 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co. Limited, Toronto 


PAPER FASTENERS e BINDERS e FOLDERS e PUNCHES e CLAMPS e PAPER CLIPS 
o 
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OPTIONAL DRAWER 


INSERTS 


Showing 
Units Available 


mn e 
Counter Heights 


— a} 


(mm) 
= 
ie} 
NOTE = 
Insert Drawers avail- 
able for 2, 3 and —= 
4-drawer files — 2 
either standard let- =) 
ter or standard le- 
gal width. cane 
J 
1030 
Letter 
File 


1031 Inserts 1046-3 
Cap Card Drs. 6x4 
File letter Drs. Cards 


Inserts 
Documents 


“ co 
x=! — > =} ‘=! 
=| 
a=! =) J = oS o> 
oe = |] ZZ. ae ; 
oO a= °c a=] — oe | 
_——e 
~ | LS] Ls S| LS] I= 
- = COLORS 
oO Oo ry) a1 oS oO 
ed eee ——. 
1 °c [oo] co oO om OLIVE GREEN 
2 = ——- — ——? __]} WALNUT 
Oo fo) Oo i oS a MAHOGANY 
MODERNAIRE GRAY 
vex / co) / oaso = / = / +o / 
e 2 —"* L SS 
Combination Card Insert 5x3 or 6x4 8 Drawer Triple Compt. 
and Letter Drawers Card Insert Check 4 Drawer Documents 


NOTE 


Dimensions are in- 
side measurements. 
26 clear filing in- 
ches in all Draw- 
ers and Compart- 
ments. 


2-DRAWER 


oo 


.c—_—> 


5 x 3 Card Insert 
Letter Width 


* 6x 4 Card Insert 
Cap Width 
6%" Wide—5’” High 
26%," Deep 


Triple Compartment 
Document Drawer 
Letter Width* 

4" Wide—1054"" High 
26%/,"" Deep 


Box Insert 
Letter Width 
12%,"" Wide—5”’ High 

26%/,"" Deep 


INSERT 


6 x 4 Card Insert 
Letter Width 
6-1/16"’ Wide—5"" High 

26%,"" D 


i} 
° 


DIMENSIONS 


5x3 Card Insert 


Cap Width 
5-1/16"" Wide—45%"" High 
26%,"" D 


jeep 
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3-DRAWER 


: INVINCIBLE 


: METAL FILING EQUIPMENT 


4-DRAWER 


5-DRAWER 


INVINCIBLE METAL FILING EQUIPMENT has 
been designed to help streamline your filing 
system and to expedite your file handling. 
Their smooth-rolling, silent action drawers and 
Finger Touch Compressor Lock make for the 
fastest, neatest and most efficient handling of 
filing material. Their beautiful outside finish 
= and modern trim and fixtures are a pleasant 
addition to any office. See your dealer for 


complete information — or write: 


Letter Wi 
6-1 /16" Wide—1 
26%,"" De 


Cap Width* 
5-1 /16"' Wide—105"" High 
26%,"" De 


*Standard 


Double Compartment 
Document Drawer 

d 

ep 


ca 


—s2 
oO 


Triple Compartment 
Document Drawer 


ep 
letter or 


Box Inserts can be converted 
into either 5x3 or 6x4 Card 
Insert Drawers. 


Lette 
10%,"" Wid: 
Vi 


Double Compartment 
Document Drawer 


th Cap Width 
0%" High 7-9/16"" Wide—10%"" High 


63/,"" Deep 


co 


o> 
ie} 


Check Insert 


+ Width 
%'" High 
26%,"" Deep 


Side Fillers are Removable 
Making Drawer 12/4" Wide 


If Desired 


legal size 
drawers can be easily converted 
to Document Insert Drawers. 


Box Insert 


Cap Width 
15-5/16"' Wide—5” High 
26%,"" D 


/4 jeep 


2 DRAWER 


No. 1020 Letter file. 
1020L Same with lock. 
1021 Legal file. 
1021L Same with lock. 
Outside dimensions: 
Letter—15°"x301/.""x28"" 
Legal—18 '/4""x301/2""x28"" 
Inside Drawer Dimensions: 
Letter—12'/4°’x11°"x27"" 
Legal—15 °,""x11'"x27" 
Filing Cap.—26"’ Per Drawer 


4 DRAWER 


No. 1040 Letter file. 
1040L Same with lock. 
1041 Legal file. 
1041L Same with lock. 

Outside Dimensions: 

Letter—15°’x52°’x28"" 
Legal—18 /,°"x52°’x28"" 
Inside Drawer Dimensions: 
Letter—121/4°"x11°'x27"" 
Legal—15,°,""x11'"«x27" 
Filing Cap.—26"" Per Drawer 


Invincible Metal Furniture Co., Manitowoc, Wis. 


3 DRAWER 


No. 1030 Letter file. 
1030L Same with lock. 
1031 Legol file. 
10311 Same with lock. 

Outside dimensions: 

Letter—15°’x42°'x28"" 
Legal—18'/s""x42"'x28"" 
Inside Drawer Dimensions: 
Letter—121/4""x11°'x27"" 
Legal—15,°,""x11°"«27" 
Filing Cop.—26" Per Drawer 


5 DRAWER 


No. 1050 Letter file. 
1050L Same with lock. 
1051 Legal file. 
1051L Same with lock. 
Outside Dimensions: 
Letter—15°’x60°'x28"" 
Legal—181/s""x60°'x28"" 
Inside Drawer Dimensions: 
Letter—121/4°"x101/4°"x27"" 
Legal—15;°;""x10/4 "x27" 
Filing Cap. —26"’ Per Drawer 


EXCLUSIVE CONCEALED 


The Concealed Safe Unit has double protec- 
tion of outer door plus the heovy steel safe 
door — equipped with sturdy combination- 
type lock. Note beautifully patterned fin- 
ish — the heavy-type construction of entire 
safe unit. You can purchase this unit as 
part of any of the standard 2, 3 or 4- 
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SAFE UNIT! 


drawer Invincible Filing Units. The Con- 
cealed Safe is an exclusive Invincible fea- 
ture—available on no other filing equipment. 
Patented construction assures positive con- 
cealment of the safe. Appearance of outside 
door is exactly the same as that of the 
drawers in the file. 
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‘WAY BACK IN 1906, 


Aas ype) ee” 
when the Gibson / Girls young, a nickel was worth a loaf of brea Pp - 


n) 


ice-cream soda ~~? , or a beaming smile from a hatcheck girl f y It would also buy an 


\> 
Eagle Mirapo pencil... the top quality x. pencil of that day. 


§N 1948, when secretaries again dress like Gibson Girls, a nickel will buy only two small rolls e& , 
a mere dab of ice-cream wi , or a waiter’s contempt x 4 . But when you lay it on the line 
for an Eagle Mr1rapo, its value is bigger than ever. The PON price is still 5¢, but 42 years of 
added research in the Eagle laboratories have made it so smooth it speeds your hand, so 


strong you'll never break a point, so durable it saves you money. 
So plunk down your nickel for real writing pleasure 


w6 once: MIRADO 


(SUPER BONDED) 


EAGLE PENCIL COMPANY «¢ 703 E. 13th St., New York 9, N. Y. FOR A FREE SAMPLE, 
Eagle Pencil Company of Canada, Ltd., Toronto ness letterhead, 
and the grade you. 


*@® U. 8. Pat. Of. want. 
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SEALED” MILE 


SEES MET” 


a 


This newest product of Remington Rand—the crowning 
achievement of 75 years of typewriter research and develop- 
ment — continues the leadership begun in 1873 with the first 
typewriter. The new Remington Electric DeLuxe, the hand- 
somest typewriter ever designed — and the best-engineered — 
provides increased typing production with decreased typing 


New Remington Rand type! 
Designed for greater read- 
ability. . . perfect stencils. 


eninglon Re 


October, 1948 


effort. It brings you a new high in typ- 
ing perfection —every character per- 
fectly formed, perfectly printed, abso- 
lutely uniform in appearance. The 
scientifically developed Finger-Fit Keys 
invite flying fingers to flow smoothly, 
swiftly over the easy-to-stroke surface 
of its keyboard; the quiet, sturdy motor 
has an unfailing reserve of power ample 
to meet every typing need. Here is per- 
formance which combines an ease of 
operation with a split-second response 


Climaxing 75 years of service to the Business World 


t 4 
Finger-Fit Keys adjust 
fingertips automatically! 


and an increase in output that delights 
the secretary ... is a revelation to the 
executive. The typist need no longer 
worry about individual touch for beau- 
tifully typed letters and reports—with 
the new Remington Electric DeLuxe 
she merely touches the keys, and the 
quiet, smoothly functioning electric 
mechanism picks up the action and 
uniform typing appears on paper! 


Today, see this handsome new Remington Electric DeLuxe 


Typewriter . 


.. call your nearby Remington Rand office; let 


a trained representative show you its many features that will 
give you better typing, faster, at a lower net cost! 


» » » 


The new REMINGTON ELECTRIC DELUXE TYPEWRITER 
is unusually compact... fits all standard fixed -bed, 
center-drop and pedestal-style typewriter desks. 


THE FIRST NAME IN TYPEWRITERS 
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Tow & Davis | 
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FURNITURE COMPANY 


GRAND RAPIDS, MICHIGAN 
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For the fortieth year 


NATIONAL BUSINESS SHOW 


to Draw Thousands to New York 


By Charles Hackett 


* ONCE AGAIN, from October 25th through the 
30th, in Grand Central Palace, New York, the 
National Business Show will bring to the atten- 
tion of office executives of all grades and types, 
and to thousands of the rank and file of office 
employees, the newest developments in the manu- 
facture of office equipment and machines. 

During two days of the Show, the Office Execu- 
tives Association of New York will hold their 
Office Week Forums at the Belmont Plaza Hotel. 

More than one manufacturer of the tools that 
have made the American office outstanding for its 
procedural techniques and its high production 
will use this six-day event as a spring-board for 
the marketing of entirely new machines, while 
many others will exhibit new models of time- 
Proven worth. 


October, 1948 


This will be the Fortieth National Business 
Show produced by Frank Tupper, of National 
Business Show Co.. Inc., since 1904. The show 
skipped the two years of 1939 and 1940, when 
many of the manufacturers were represented at 
the New York World’s Fair, and was suspended 
during the war years of 1942 through 1945, when 
most manufacturers were employed in turning 
out war essentials. 

More than 100 exhibitors are scheduled to show 
their lines through two floors of the Palace, and 
some 90,000 interested persons are expected to 
attend to see what the office machine and equip- 
ment industry has to offer. 

As usual, admission to the show will be by invi- 
tation. Ticket distribution to offices throughout 
the New York area will be just as generous as it 
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Attendance of close to 100,000 predicted 


ever was, but those individuals who have received 
none need only apply at the box office of the Grand 
Central Palace where they will be given a ticket. 
The price of admission is only the individual’s 
name and company affiliation written on the back 
of the ticket. Hours of the show will be from 
1 p.m. to 10 p.m. each day. 

Another phase of the Show—one that is re- 
ceiving more and more recognition because of the 
enthusiasm and effort with which it is produced 
and the assistance it offers to office executives—is 


the feature called the Office Week Forums, pro- 
duced this year by the Office Executives Associa- 
tion of New York, the local chapter of the Na- 
tional Office Management. Association. Planned 
by A. G. Whaley, United States Steel Export Co., 
under the direction of J. S. Wiltse, Johns-Manville 
Corp., the Office Week Forums will be held on the 
two days, October 28th and 29th The Methods 
Simplification Seminar, the 1948 edition of Office 
Week Forums, will be held at the Belmont Plaza 
Hotel, a stone’s throw from Grand Central Palace. 


More than 400 exhibits to be featured 
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Mr. Whaley describes the seminar planned as be- 
ing strictly “how to do it” in character, with “The 
Control of Clerical Costs by Performance Meas- 
urements” as the seminar’s theme. The titles of 
the several sessions, and their order of presenta- 
tion are as follows: 


Paul B. Mulligan, Paul B. Mulligan & Co., 
one of the speakers scheduled for the 
Seminar 


J. S. Wiltse, Johns-Manville Corp., who will 
direct Methods Simplification Seminars 


Thursday morning, October 28th, “Defining 
Office Work-Flow by Means of Graphic Analysis” ; 
Thursday afternoon, “Analyzing and Controlling 
the Work-Load by Means of Clerical Time Meas- 
urements”; Friday morning, October 29th, “The 


Practical Application of Survey Recommenda- 
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tions’; and Friday afternoon, “Case Histories o: 
Office Work Simplification and Time Measure- 
ment.” 

Among the speakers at the Seminar will be Paul 
B. Mulligan, management counsel, of Paul B. Mul- 
ligan & Co., New York, who will give his paper 
at the afternoon session on Thurdsay. In telling 
the office manager how he may survey the rough 
spots in his procedural set-up, Mr. Mulligan’s ad- 
dress promises a fresh approach to this phase of 
methods simplification. 

Other speakers whose appearance is confirmed 
at this writing will be J. McCall Hughes. comp- 
troller, Mutual Life Insurance Co. of New York; 
James Quigg, manager, supervisory training de- 
partment, Air Reduction Sales Corp.; and Mr. 
Whaley. 

It has been announced that because of limited 
lecture space at the hotel, registration for the 
Seminar will be restricted to personnel of com- 
panies where there is a NOMA company or indi- 
vidual membership. Cost of the Seminar will be 
$10, an all-inclusive fee that includes two lunch- 
eons. Outstanding speakers for these luncheons 
are being scheduled. 


“A major significance of the Nationai 
Business Show," says Frank E. Tupper, 
managing director, “lies in the fact that 
it is an effective demonstration of the 
possibilities for achievement and prog- 
ress offered by America's free enterprise 
system. in times like the present, when 
the survival of that system is a major 
issue, this significance becomes even 
greater." 
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WHEN 
IT'S TIME 
TO GO! 


A survey of 
dismissal practices 


By Carl Winfred Snyder 


By Ewing Galloway, N. Y. 


* TWO MEN DIFFER, personalities and ideas 
clash, tempers flare—and then, suddenly, one 
shows his authority by shouting, “You’re fired! 
Get your pay!” 

Fear, and a violent churning in your stomach. 
seizes you. The thing you’ve lived in constant 
dread of has happened; you’ve lost your job. 

In days of old, when employers were bold (and 
unions were in knee-pants) that’s the way many 
employees were, as a rule, given their walking 
papers. Firing an employee used to be a short 
and simple process. 

Today, dismissing an office or plant employee 
is a technological, psychological, philosophical 
matter. It’s not—at least in the majority of in- 


stances—just plain “You’re fired!” anymore. Al- 
though the result is still the same. 

In recent years management, instead of shat- 
tering mind and body with the agonizing, ““You’re 
fired!’ has been learning to say instead, “Let’s 
review the facts, listen to both sides and see what 
we can do to keep this man on the job by elimi- 
nating the cause behind the trouble.” 

This more liberal policy of dismissing an em- 
ployee is intended to soften the blow, correct any 
injustices, misconceptions or misunderstandings, 
and give the employee another chance on another 
job, or time to locate elsewhere. 

It is realized that the circumstances behind each 
discharge case ordinarily differ so greatly that 


Many well-known firms contributed information to Mr. Snyder for this article. 
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AUTOMATIC PENCIL SHARPENER co. KRAFT Foops COMPANY 


SPENGLER-LOOMIS MANUFACTURING COMPANY 
1801 EIGHTEENTH AVENUE @ ROCKFORD, ILLINOTS 


ENCYCLOPAEDIA BRITANNICA 
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each must be treated individually; consequently, 
no definite pattern can be set in discharging em- 
ployees. Too, what applies to the office worker 
may not necessarily apply to plant employees. 

But whether for office or factory employees, a 
company’s discharge policy should, of course, be 
a sound, guiding doctrine. Its principles must be 
administered in a just and honorable manner by 
someone who can understand the feelings of the 
human heart. If not, it is likely to be of great 
inconvenience to the company and little or no 
comfort and assistance to the employee who is 
being let go. 

As many management men know, an employee 
may be a complete failure in one job and an ex- 
cellent producer on another. 
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Round pegs in round holes 

At Perkins Products Co., Chicago, H. E. Wood- 
ford, vice-president, is interested in fitting the 
round peg into the round hole, making release 
the course of last resort. 

When it does become necessary to release plant 
or office employees, Mr. Woodford believes in com- 
bining infinite wisdom and understanding with 
a kindly and logical presentation of the facts, as 
the most direct course for an employer to follow 
to prove a man’s worthiness or unworthiness for 
his job. A comprehensive understanding of hu- 
man shortcomings and a sensible application of 
that understanding is about as near as anyone 
can come to a formula in dealing with the prob- 
lems which sometimes force discharge of an em- 
ployee. To Mr. Woodford, it’s as simple as that. 

Quite naturally, the company with the greatest 
number of employees is bound to have the un- 
pleasant task of firing pop up more frequently 
than it does in a small company. 
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Another version 

A place for everyone and everyone in his proper 
place is the credo of John K. Leander, vice-presi- 
dent, and Mrs. Doris Breitzke, personnel director 
of the Mystik Adhesive Products, Chicago. 

When an employee doesn’t fit into one type of 
work, this company believes that it doesn’t neces- 
sarily mean that he wouldn’t fit into another de- 
partment. It isn’t the policy at Mystik Adhesive 
to snatch an employee off the job and fire him. 

It has been their happy experience that when 
one job doesn’t fit an employee, another job some- 
where else in the company will agree perfectly 
with the individual who is up for discharge be- 
cause of inefficiency or inability to handle a given 
assignment. 

Because of this policy regarding discharge, the 
company has been able to keep separations at a 
minimum. Of course, this does not cover serious 
offenses, which are handled on a personal and 
individual basis. 

* %* * 


About dismissal pay 

Normally both the company and the individual 
employee have much to gain from long continued 
association. Occasionally, however, it becomes 
necessary to terminate an individual’s employ- 
ment. To ensure equitable treatment of all cases 
involving termination, various broad policies and 
procedures have been adopted at Encyclopedia 
Britannica, Chicago, according to R. K. Struggles, 
personnel director. 

Always important to the employee being dis- 
charged is the matter of dismissal pay. It isn’t 
always the easiest thing in the world to step right 
into another job. At Britannica, and many other 
companies, this disturbing fact is recognized and 
dealt with intelligently, erasing some of the fear 
associated with being fired. 

The amount of such separation pay to which 
Britannica employees are entitled is shown in 
this table: 


Total number of Amount of 
months employed severance 
with Britannica pay 
from to 
0 3 months Pa lneraok os staseiad Wiehe oi none 
3 a) tates ers wecsnnenan 1 week's salary 
16 MR - © = “aucetdaneukesnes 2 weeks’ 
28 ae TT Oe ee ere 
40 — EE tr er re 4 
52 63 Qo ee 5 ‘i 
64 me 6 aaa uaase 6 
76 _— — wen pidiecamenous 7 
88 _ SECC ere re 8 
100 ae . ~ * “Sumac euowes ea od 9 + 
112 | aGthRatpuer toren Bae 10 si 
124 oe CC eapeuapa ene an nwietacai 11 
136 a ‘exesAbotnsewn wees 12 
148 me | saw area anise ea aearele 13 si 
160 171 AEE Ra ERESS A 14 
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By Ewing Galloway, N.Y. 


Don't laugh ‘00 loud before you look around! 


IT 


CAN'T HAPPEN IN YOUR OFFICE ? 


No. 3 in a series on wacky office practices 


By Joseph M. Robins 
of Roberk Co., Norwalk, Conn. 


* HOW DO YOU handle small orders in your 
office? 

Do you use the same elaborate methods that 
were set up for handling large orders which can 
absorb the cost? In that case, do you practice 
the minimum charge to cover the cost of hand- 
ling? I know not one but several companies who 
are called on frequently to make small sample 
shipments. They go through the same costly 
order, billing, and bookkeeping methods as if they 
were handling a large volume order. 

The official of one such company admitted to 
me that his organization could save from $100 
to $200 each month by submitting samples at no 
charge. Have you ever gone to the trouble of 
computing the cost of handling an order? When 
you do, the result will be the adoption of a sys- 
tem of minimum charges, or you will decide to 
make no charge for samples and small replace- 
ment parts, or you will devise a new inexpensive 
method for the handling of small orders. 

How much does it cost you to spend money? 
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Do you use the same elaborate set up for mak- 
ing small random purchases as you do for large 
contract buying? Kent Lane, management con- 
sultant, of Louisville, Kentucky, publishes a pam- 
phlet, How to Simplify Work. He vouches for 
this story: 

A client spent approximately $22 in time and 
forms to purchase $50 worth of the pamphlets. 
Twelve clerical steps, from issuance of the requi- 
sition in duplicate to the preparation of the check 
in duplicate, were involved. Can we blame Kent 
for concluding that the administrative depart- 
ment should be required to read How to Simplify 
Work? In contrast, consider the executive of one 
company who wanted several copies of the pam- 
phlet, wrote a letter asking for them, and took the 
invoice down to the accounting department, ap- 
proved it, and arranged for payment. 

In my research I have run across so many 
cases of records and reports that no one ever sees 
or uses that I have come to believe that all record- 

(Turn to page 44) 
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LIGHT 


for 
Best Foods 
Offices 


In the reception room in the new offices of Best Foods, Inc., in New York, 
Sylvania Electric Products, Inc., which designed the lighting for the offices, has pro- 
vided two rows of fluorescent fixtures behind coves around the room to furnish 
pleasant general illumination and a level of light for reading comfortably. Each 
row can be controlled individually. Each display case around the center post con- 
tains a 15-watt utility strip lighting unit. 


Seven rows of fluorescent fixtures down the 133-foot length of the main clerical 
and statistical department at Best Foods furnish a comfortable and efficient 35 foot- 
candles of illumination at desk too level. Louvered 2-lamp fixtures mounted on 9-foot 
centers at a ceiling height of 9'6', furnish direct lighting on the desks and filing 
cabinets, and indirect illumination from ceiling-reflected light. Light finish of desks, 
ceiling, walls, and floor all assist in obtaining smooth, glarefree illumination here as 
elsewhere. 
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Glass-partitioned private offices at Best Foods, Inc., receive the same high level 


Rena of illumination achieved in the walled offices and open work areas where the ceilings 
9-foot are not obstructed by beams and other building construction. Fixtures extend the 
filing length of the area in two rows over the partitions and another row of fixtures fur- 
ype nishes the same high intensity lighting on desks and cabinets of the open area. 


Lighting installation for the comptrolier's office at Best Foods gives 35 foot- 
candles uniformly distributed over the 18’ x IS’ room, from eight 2-lamp glass- 
enclosed ceiling fluorescent fixtures in continuous rows on 9-foot centers. 


oe 


[ 


Peerres: 
PERE 


bhi ae 


dete dhe 


™ 


} 
ih 
| 


SELLE EET 


Terre e es 
'? 


iT 
| 
5] 


i:13'*? ee a OS Sy Ue | Go ee feat a 
a — .. ‘ b ‘ Tai a fee, 5 ee Se ee | ee mee ; - ee Sh 
a: Y ig B yy oe a ae 4 al om aa c-.0 he at _ i aa See i : 3 Dt ae 
3 2 ae <4 a rio i 2 ec | a, ee et Bee dct ek ecieaes < aeuees | (iy ei 
3 ws och eae Ay / oe ae Bee 4 2. eae ee oe iy a> ae See bate me: he ; 
“ Yd 9 Rats andthe §, ™ es 
me : ge Sere ee 4 S ye : oe 3 — Ee ie ms 
4 — cd F ‘ Ae dn ee oe _ a SS a 
ey, f j Po? ee all il 
E 4 j Le ee i ? oe al i 
2 ae ae ee. , age 2% Pal — ae a uel - z / 
Bi es ee See 9 A eg Segre — — on oo io 
te J Ellin, Te a id ; , a Soe r ‘ 
‘ : er = — 
ot, 4 Ze — — me 
é ‘i on Se -_— ae eal ; cs nnn se = i 
Oe ie 5 a " “ pagans ts & : % bg 2 
= 3 “Sanat pre tag = “a 
Oo ak 2 — 7 Sie —— 8 von i: lie > Ped ‘ 
& i Ee —— x re iis M + A . a4 = 
a oe eee =e g ae a 4 Bd s a i 
ek a + Be) i Bag _ 
ae a 2 al a : =] 
Rigs a taal ; Pa : B i 44 = 
a > a) x 4 = 
; ™ rr ; —_— “to : ( ye 7. 2. = 
d : : :% : fi. @ ee ¥ P “ gis A He 5 ao 3 : 
—— = | ae #G ee a — = Bi Se a 
S = ‘ Sa — a ; + al oe i peat . i —_— ZA . at 
SIRO onl ee —s are AS oe 1 Reales ke alain & te ce ale oa . 
a _ 2 a ae S.. ea npr 4 : 
, = :; 5 - ~~ ae ee yt 4 ; t 2 gies ” 
—_——————== : <  * "Me! ee ee 
P | : —— oss ia — : 7. pe i) ae Rae i - “Seah 
; a _—  —_— a ae i ree si a 
a Nite - ia a ie Hl F { % , 
= = — i .,. sie ie . i 
~———p ee he _ r 
a ff we alte wag al Si ans $e ae : : * oe 
ae P gs x * s 3 . : ee — 3 ee B ee need ¢ oo : ae 
— le Te es i i age ee iT pie 
| as ae aut x is are % + i a Bee e. - ee - oat 
— | — ie 
wee ” “See i 
- = : ~~ < pea? “a © 
i vo SS a oe ‘ i 
°C a Neem 7 er 
; — ee : — <a 
ir —_ . ae 
a . ‘ " oo = r es 
lerical 
+ 
: SN ug ag ts i ila a ae ae ee - 7 
* 4 °¢ BF ee tee SD te #8 Sige pe ee. gee eee ee eee ee 
| Bi oe +S hc a eo i 3 Ce ee YE a. 
/ oes TINE. ucs et # e ie, : . rae de “a “Ng 
; Ee 4 Be me ‘ Ri 
> eh Os BO Ne ee CM os re * sige 1 
' ie ee bak Rigi Ret a es. x 
| \ : aa ai ere gases sais le — Z 
j Pek Ag i sg! : & *3§ 3 ee i 
pe ‘ , Bia, es is ee & a. * bi Sp eas 
‘ } - a. x OE ire es Sine eee pois 
See. - ~ _ tts = ‘i 
— oes iia <= ioe 2 
2 Rae a ee ees - sits a: ri ~ 
2 7 ey cS . = ee : 
‘ . d a2 ae asi a es oe: scours ——_ sits i 2 
} > 24 aan 5 —— aa 5 So , : ——4e - 
ss 2a — gis — = A ee aH —— scree \f = 
7328 a2 th —— +s oe. a i fist + —————nnd 
s ig he — SS oe Sans ae. ae nD ————S- bite eS a 
- a3 SS. ————— ———— ae — a ———— site a aa. ——__— ; 
5 3 as —— eS AB aiit — 3 . ———— ——_—_ ee — 
ded sq — ESS Bios ete > pes = 4 —— =a . : 
= 4 ~~ SESE — ——3 mts ad =a ——_——— eee : 
rst a es 2. — ——————— ————_—____ Seis ts ———— eace 
as 4 a asia Bees EE ene 
F sass LS meee its ae ——— ————_ ae 
2s =5 ‘ 6626 -—__, ries : a. —————— oe : 
nd BG Stas ———_ ———F Bik oe. —— ——— — —_H : 
| ollied a 3 en, ee ae miss 3 ee ere | ; 
eS 2 : ss a => S38 ae ‘ ae Bee 
7) af a —————. —__—- >a ‘ a ———— —— i a 
as as 1 ESE : _ ae - 5 Ht oo 
« = 2 s 33 "3 Eee ane : ate : TT 
3 2 — i Zit Boom us er — pee | 
. C—O EE : +4 — = ——eeeeEEe 
; 33 3 ss SF 3:3 ts ee ; $F ————— 
$3) = ss ——— oid 3 5 —S——————— 
; j ’ eS =f exits - : = , 
* > By = . ——— — sii = i 4 
: / s :eg i = 
a | = H = 7 — oa | = — 4 see 
~ a Sos wt a SS! as ee i Fee > ; - - 
| m= 333 3 . _ | ete. *: a cam 
’ cs a hse iat ge ee — ©) we Oe a a oe a ne r — } 
2 , . ny ee Me a eee: Es ee 
; y zk, B® : a dl el us ei io” ? Bees ~~ = é 
sa i, - » ‘ "s 4 a «ee ; Bo — ean q 
3 ‘ 7 af s 2 i Ne as ae Ee te ee ae Es cers he B : Be ay om ay = x = 
Mass Ware ry joe Zale baer eg ae ae ; og oe 2 de y j 
4 BS wd are pet: I! TS aR <a pe eee Bion ere eee rr , a 
; . ae 5 4 ee ta Sap 4 2 = Pa co ey a | 
, " ae \\\I! HE , a? ae “a 
ved tS eerie : : a’ pe ks ee aa ‘ or. i 
1948 October, 1948 OFFICE MANAGEMENT AND EQUIPMENT 43 ‘ 
* aiid 
Bk 
ey Re ea faa ae -} ion i es ce: SS ila ? : : F " tsi de. ae 4 — oa 2 5! 
_ Su ee ofa St iis e - ~~ 5 i a ie a: a —— | ¢ ical “gt? aaa eS a 
a ge y . & =_ ey : Ar) 


It Can't Happen? 


(From page 41) 


keeping in the office must be traced occasionally 
to its end use. 

If you do this, you may find some of your 
record-keeping traveling a dead-end street. 

A friend of mine recently told me a true story 
which is the prize illustration of record-keeping 
for no purpose. The situation was discovered 
when the company was absorbed by a larger com- 
petitor. An auditor sent in by the parent com- 
pany ran across a department consisting of three 
employees who spent all their time compiling 
labor statistics. Investigation revealed that the 
figures found their way directly into the files, no 
one ever saw them and no use was ever made of 
them. The mystery was solved when some one 
recalled that ten years previously the Department 
of Labor had requested similar figures. At that 
time the company was embarrassed by the fact 
that the figures were not available and that delay 
was occasioned while the information was com- 
piled. Some bright boy in the organization de- 
termined that they would never again be thus 
embarrassed. So for ten years three people spent 
all their time gathering figures that no one ever 
needed or looked at, against the time when per- 
haps they would again be asked for them. 

It can’t happen in your office? Are you certain? 

In the offices of one of our larger casualty in- 
surance companies some one asked why it was 
necessary to duplicate on the closing notice all 
of the facts of the claim which are already in the 
file. He was told that the information was thus 
made handy in the event of the re-opening of 


the claim. 


However, when it was discovered that 
only 14 of 1 percent of all claims were ever re- 
opened it was decided to eliminate a great portion 
of the closing statement. They had been doing 
it the long ard hard way for twenty years and 
would still be doing it that way if some one hadn’t 
asked “Why ?” 

In that same insurance company office, they 
were recently faced with the task of duplicating 
a voluminous report so that each of eighteen 
different executives could have a copy. They 
were considering the use of translucent paper, 
hectograph, Mimeograph stencils. and so forth. 
In any case, they were faced by a prospective cost 
of approximately $415 for the job. Then some 
one suggested that perhaps the original could 
simply be passed from one executive to the other. 
No one knew why that would not do just as well 
and so $415 was saved. 

Carbon copy disease is a common ailment in 
most offices. Odd that the very things which were 
devised to simplify our work and lighten our bur- 
dens have become the means of increasing our 
task and complicating our lives—filing cabinets, 
typewriters, carbon paper, duplicating equipment, 
and others. The antidote to carbon copy disease 
is the “traveling copy.” 

Whenever I sit in an office lobby waiting, I 
amuse myself by watching the office staff go about 
their work. That is how I discovered the young 
lady who separated the duplicates from the origi- 
nals and then proceeded to sort each pile into the 
identica! order. There was the male clerk who 
kept the paper clips in the desk drawer and kept 
opening and shutting the drawer to get one clip 
at a time. 

(Turn to page 100) 


‘Mystery in the Office 


% | am an office mystery. 


| am never seen but | am everywhere. 

| am always on the job and often forecast important events. 

| make and unmake morale, reputations, and cooperation, 
but | am seldom blamed for my mistakes. 

| have no responsibilities and yet | am one of the most 


powerful molders of opinion. 


| am quite as influential as other aspects of 

management but | am never on any organization chart. 
| am best known below administrative levels, and 

though | criticize those in authority no one can fire me. 
| am rampant where administration is most severe and 

yet | am active too when it is most kindly. 
| am industrious wherever two get together and 

| whisper with their laughter, disappointment, and fear. 
| add humor and anger to the office as | pass 


with the speed of sound 


| am basic in human nature and you must accept me. 


| grow right behind you. 


! am the office grapevine. 


Charles O. Libbey, 
Tennessee Valley Authority. 
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Front elevation of the $200,000 office building of Continental Rubber Co. 


A MODERN PLANT OFFICE 


By Walter Rudolph 


% PLANNED for maximum comfort and effi- 
ciency of personnel, the office building of Con- 
tinental Rubber Works, Erie, Pa., is a modern 
three-floor structure which has been designated 
a model of its kind for a medium-sized plant office. 
It cost approximately $200,000 to erect. 

Floor area in the basement, first, and second 
floors of the building totals about 23,000 square 
feet. Fireproof construction details include a re- 


OAs 


Compact, efficient kitchen is 

ameng the facilities of this office 

structure. Electric range, reach-in 

cooler, dishwasher, stainless steel 

equipment make food prepara- 
tion easy. 
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inforced concrete frame throughout, with col- 
umns, beams, and floor slabs all of the same com- 
position. Exterior elevations are faced with 


ordinary red brick, broken in practically continu- 
ous panels around the first and second floors with 
glass block installations. 

Principally of prismatic light-directing glass, 
the latter feature includes two rows of clear 
blocks at about interior eye-level to permit vision 


+ aa ~~ » oe b *""s 2 
eee “aly or. a ae 4 oe 
- bie vi i - an a eee ae 7 


ft a a a a a: an aie * ‘i: Sees Eom 
- ae ts, _ a a a a Seach 
Se oa ; me . a 7 " 4 ‘ae ‘le Sa e ‘ae a a ills . a ’ ers © | st 
= | 8a SSeS Se j ES. ee — ~ ’ ad , 
—— aes wos pare ae eS =~ Sees a ere ae ee as sy x ~ az y 
ae tara p ee eee SS ee eee Xi . ’ 
; . eee 2 ot See a ee Ren Be: “ 
= Sees sore : ail acacia as. 
~ = * re ¥3 KS ae Tat + 5 > J 3 ations 5 
ok bo a “Seis ; 
— Eee fa ee 
_ ee bebe Se aoe je es ae re ERP eT erry 
— Se ag en ee = 3s ie ae: ae || “ 
EA Se e  (Bsceemeed a ae ee ee ee 
os ‘ Soe ae ee ey ee ea. a aga ee = ee ee a Sars: BAS, Sp eee, oe ea para ee esas 
ae. = eee Ss ee Se ed core] Ssseeeees ae Ses See Aaa oe ae 
a Fee : rae Ser Et aa =: 3 : gee 3 ; 
: ed ape hee ie sega ee wea eee — ete ae PS hdhedhed en: | #: , e ae Se 
a " ir? ae mitt] maha ow SPATE PAO CT a oe See i = Ses gee eS ae ne 
z. ec ees! yea xa: ' eee er Fee niet —eom J 
: tt ‘ ; ; Grereceeweve Tee eee a . 
| is - eS Sa + ¥ 
So BY Lae P 1M “Peet 
- = ay « ‘ eo == aE cea 
. — j--#£-— = = | 
{ ae ee 
; ae a 5% % eee We ee ? ~ n 
r 2 ee * 5 See Pagoda asi ie = 2 
| = ; a t ; a : ies 
eg ; co a NE es ; bs ; 
: 5 “a “eis a aoe ies ' : : e | 
: ek ae. (be . ’ 
ef oo 3 7 
| 4 ae 
| & = | : : «= 2 i a 
age ; “a be ' 
, i ml © Scam 
+3 : 2 » ‘. “s 
r Pa ae r ‘ A 
: Er a ‘ oF lee - 5 E z 
: Piggy ws anascnusa = : , Ata 
| { H - lle daa anal > —_ _— Ae * ie — 
> 5 eg Ca ty — a fs 
SS : Pe i 4 me sy bs 
ee ee ee ; 
ee ee ie - 
3 2 EN hem 
ie = .; a ; ian i és 
. aie = > a ys.” - x see . # 
a Pe OFFICE MANAGEMENT AND EQUIPMENT 45 
ee 2 : . a Ss ac : cam : ae 
aa: ere: ea an nis ee areas 5 eee reir 
it Se a 4 % gt _— ag p pa E: ee _ ia 
ia—<, cs ee ‘eee i ei <= ; aes 


Sixty persons at a time can be accommodated in the well-appointed 
Continental Rubber Co. office cafeteria. 


Two rows of clear glass panes at eye level open glass block 
panels to vision. 


to the outside. The large areas of glass block 
provide maximum diffused daylight for the in- 
terior on bright days. 

Glass block is also used in the below-ground- 
level areaways along the front and one side of the 
building. Thus the entire structure is enclosed 
or air-tight, excepting the doorways. This was 
planned in conjunction with installations of air- 
conditioning and air-modifying equipment, un- 
usual in a building of this size. 

Such construction and equipment provides for 
a clean and quiet interior, eliminating literally all 
dust, street noises, and everyday distractions. All 
air sent to the individual offices and working 
areas is filtered, washed, deodorized, humidified 
or dehumidified as the case requires, automatically 
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controlled as to temperature, and subjected to elec- 
tronic germ-killing devices. 

Air temperature in individual rooms or areas, 
however, can be regulated on the spot through 
thermostatic control. A powerful fan pushes the 
air to strategically-placed outlets throughout the 
building. In these outlets are individual steam 
coils, fed with exhaust steam from the plant it- 
self, and directly regulated by thermostats. 

Powerful refrigeration equipment coupled with 
the air-conditioning installation maintains a com- 
fortably cool temperature, of proper humidity, 
during warm weather. Actual entrance of air to 
the building is provided through the roof, where 
it first contacts electrostatic and carbon filters. 

Beauty and practicality are combined in in- 
terior finishing. Acoustically-treated ceilings re- 
duce “office clatter” to a minimum. Fluorescent 
lighting troffers are flush with ceilings in large 
working areas, engineered to eliminate eye-strain. 
Walls are plastered and flooring is of asphalt 
tile, quiet under footfalls and easily maintained. 

(Turn to page 98) 


Glass brick is extensively used. 
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Dollars fly when you skimp on checking. 
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THE GENTLE ART OF CHECKING 


By Irene A. Judson 


with Weston Electrical Instrument Corporation, Newark, N. J. 


* WE’LL GRANT that systematic checking— 
verification of figures and processes. marks of 
some kind to indicate completion, thoughtful 
reading over of typed material, thorough scrutiny 
of proofs, and so on—is a bother and a bore. This 
is because it produces nothing whatever “to show 
for” the energy thus expended; it slows up activ- 
ities when everyone wants speed, reducing vol- 
ume; and, being time-consuming, it is a definite 
expense. All in all, a feeling commonly prevails 
that minutes used in checking infringe upon the 
period allotted for the actual doing of work. 

But the office manager would do well to recog- 
nize that careful checking is a legitimate budget 
item, for it is an invaluable adjunct to the smooth 
running of an office. By catching errors before 
they leave the desk and have a chance to snowball 
to greater size and complexity, checking effects an 
immeasurable economy. It largely eliminates re- 
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work. Even more important, perhaps, it safe- 
guards intangibles such as confidence in the firm 
on the part of its customers, and on the part of 
its own personnel. As an illustration: once a 
mistake is made in the pay envelope of an em- 
ployee to his disadvantage, there will remain in 
his mind a shadow of doubt and suspicion that 
only vears of payroll accuracy will remove. 

In an eastern plant some time ago a woman 
employee was much perturbed to receive a routine 
reminder that her insurance under the employees’ 
group plan had lapsed some time before. Investi- 
gation revealed that when certain data on the 
firm’s records had been transferred to a new page 
at the beginning of the year, her name had been 
inadvertently dropped and the insurance company 
naturally assumed that she was no longer working 
there. The pages from which the current list 
had been drawn were found to be innocent of vis- 
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ible checks of any kind. A small, light pencil 
mark—or even the tiniest dot—placed in the mar- 
gin opposite each name as it was carried over 
would have prevented this serious error, because 
a break in the sequence at that line would have 
challenged the eye of the clerk before she could 
turn the page. 

The same is true in all branches of bookkeeping 
and accounting such as billing and posting; and 
of course when a trial balance is evasive one usu- 
ally is compelled to fall back upon the little check 
mark to run down the discrepancy. 

In the stenographic department checking, 
though of a somewhat different nature, is equally 
important. 

Reading typed material with a view to detect- 
ing errors requires at least as much concentration 
as is required for pounding it out on the machine; 
consequently, the time spent on a day’s output of 
letters and reports is not a small item. But it is 
a good investment, since even slight mistakes in 
business letters do not speak well for the office. 
reflecting as they do lax supervision. As when 
one of our young friends, at the closing hour, 
rushed through a dignified communication to a 
customer with the word “mice” for “nice” in the 
first line! 

It is logical that the stenographer herself as- 
sume responsibility for checking her work, be- 
cause it will save time and trouble if necessary 
changes are made at her desk while reference 
data is readily at hand, and it is basic economy to 


reduce errors to a minimum before the materia] 
reaches the desk of the boss. Mistakes that are 
left for an executive to ferret out require his 
time for giving instructions regarding corree- 
tions and, perhaps, for re-reading the papers to 
satisfy himself that they, are ready to send. This 
diverts his attention from pressing work; and 
since his salary greatly exceeds that of his stenog- 
rapher, the result is a multiple loss to the firm. 

When proofs are to be approved, it would seem 
wise to lay the full responsibility for a specific 
form on one certain individual who is fully con- 
versant with its use. He can have an assistant 
check his findings, but the fact that the job is on 
his shoulders and his initials will be permanently 
affixed to the approval slip insures his own serious 
attention to details plus a keen interest in the 
thoroughness of his assistant. When, instead, a 
whole flock of signatures are required, the re- 
sponsibility is too much divided and each signer 
is likely to reason, comfortably, that if there is 
an error somebody will surely find it. 

In all departments the situation is much the 
same; and if checking to prevent costly errors 
is to be conscientiously followed it must be recog- 
nized as important by everyone. Supervision 
must plan for it and make sufficient allowances 
of time so that it may be done properly. Further- 
more, the procedure should be represented to the 
workers, not as an extra duty imposed on them, 
but as an integral part of the jobs they are hired 
to do. 


When the Pittsburgh Group of associated gas companies in the 
Columbia Gas System, Inc., recently remodeled their general of- 
fices in Pittsburgh, a 6 by 13 foot photo-mural composed of rep- 
resentative scenes of property and operations was mounted on one 
wall of a new reception room. Among the eleven pictures form- 
ing the sepia montage are scenes of pipe line ditching, welding, 
and river crossing; compressor stalions; propane storage tanks; 


and well drilling. 
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Along the back wall of the new 
reception room — flanking softly 
pleated ceiling to floor drapes— 
are reproductions of the Colum- 
bia Gas System emblem and il- 
luminated blue plastic panels 
listing the names of the eight 
associated companies in the Pitts- 
burgh Group. These offices oc- 
cupy the 8th floor of Pittsburgh's 
Union Trust Bldg. 
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AMA 


% APPLICATION of the principles of scientific 
management to office operations including produc- 
tion, personnel, procedures, materials, and costs 
will be considered by more than 1,000 office ex- 
ecutives at the annual meeting of the Office Man- 
agement Division of the American Management 
Association in New York, October 26th and 27th, 
at the Hotel Pennsylvania, according to Lawrence 
A. Appley, AMA president. 

The office managers, representing more than 
750 companies in various industries, will discuss 
techniques of office administration in the light of 
the ultimate objective of maximum contribution 
to all departments of an organization. 

The agenda for the conference, Mr. Appley 
| points out, is patterned after the results of a 
survey of more than 1,000 companies, which dis- 
closed that office managers are continuing to 


Professor Ccleman Maze, AMA vice-president 
for Office Management Division. 
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"Greater Office Contribution 


to Over-all Business Success'' 


MEETING THEME 


Lawrence A. Appley, president of American 
Management Association. 


think of their responsibility as extending beyond 
the confines of office routine to embrace the appli- 
cation of the principles of scientific management 
in the office as in the factory. 

At six sessions the conference will examine 
the research approach to the management plan- 
ning, reports, and other systems of control of 
costs and manpower utilization, responsibilities 
of office supervisors and the human factor in 
office efficiency, work simplification and the out- 
look of economic trends affecting the office. 

At a special session, “The Office Management 
Idea Workshop,” a special panel of experts, will 
sift suggestions. from the panel and the audience, 
of short-cuts in methods and use of equipment. 

The entire conference is designed to show how 
the scientific management approach to the office 
function is establishing new records of achieve- 
ment in cost reduction and over-all efficiency by 
infusing a dynamic philosophy into office opera- 
tions and particularly office planning. 

“This new way of thinking will be brought out 
in definite form in the conference,’ Mr. Appley 
says. “At least three sessions are based on the 
experience of the companies who have deliber- 
ately adopted this particular policy.” 

Determination of the agenda for the conference 
has been made by Professor Coleman Maze, vice- 
chairman, Department of Management and In- 
dustrial Relations, New York University, and 
AMA vice-president in charge of the Office Man- 
agement Division, and members of the Division 
Planning Council, which includes: 

Walter W. Bittner, Methods Department, Na- 
tional City Bank of New York, New York; E. H. 
Conarroe, manager, Policyholders Service Bureau, 
Metropolitan Life Insurance Co., New York; Carl 
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B. Cramblett, assistant to the general manager, 
R. G. LeTourneau, Inc., Peoria, Ill.; William E. 
Davis, assistant controller, Esso Standard Oil Co., 
New York; John A. Handy, Jr.. controller, Deer- 
ing, Milliken & Co., Inc., New York; I. A. Herr- 
mann, office manager, Servel. Inc., Evansville, 
Ind.; H. W. Heyberger, office manager, Armstrong 
Cork Co., Lancaster, Pa.; A. R. Hutchinson, su- 
pervisor of office standards, Western Electric Co.. 
Inc., New York; Theodore Lemcke, Standard 
Brands, Inc., New York; L. C. Lovejoy, personnel 


Punch Card Recordings 


*% A NEW SYSTEM of stock numbers is being 
adopted by Wilson Sporting Goods Co., Chicago, 
in order to give better service to customers and 
maintain more accurate company records, accord- 
ing to Lee Harrington, general merchandising 
manager. 

With the introduction of new and modern meth- 
ods of record-keeping, the change in stock num- 
bers is the first step toward the use of IBM busi- 
ness machines which will punch a card for each 
transaction. 

These cards, with the stock number punched 
out, will be put through machines which will sort 
the cards alphabetically and numerically. Thus, 
it is necessary that each item pertaining to a 
specific class, such as baseball, be assigned a cer- 
tain block of numbers so that when put through 
the sorting machine the cards will be in order for 
tabulation. 
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director, Crucible Steel Co. of America, New 
York. 

E. J. Lynch, manager, office methods and plan- 
ning, Sylvania Electric Products, Inc., Flushing, 
New York; Henry A. McCashin, Systems Depart- 
ment, R. H. Macy & Co., Inc., New York; Robert 
C. Neaidengard, director of office methods, West- 
inghouse Electric Corp., Pittsburgh, Pa.; Harry 
J. Volk. vice-president, Prudential Insurance Co, 
of America, Los Angeles. 


of Sales Transactions 


Customer benefits are numerous with the 
change in stock numbers, for a more detailed an- 
alysis of all sales will be available, with the result 
that reordering of items will be enhanced. 
Through the new system, a sales analysis is avail- 
able for the salesman on each customer. Thus, 
the customer will realize his needs more rapidly 
and the salesman, with this knowledge, will be 
better equipped to fulfill the customer’s orders at 
all times. 

As the stock number plays such an important 
role in the new system, Wilson has chosen a stock 
number plan consisting of a letter followed by 
four numerals, with each part of the stock num- 
ber having a particular meaning. The prefix 
ietter represents the major classification or sport; 
the first figure, the minor classification of this 
sport; the second figure, the item classification; 
and the final two figures the specific item. 


Wilson Sporting Goods Co. per- 
sonnel discuss use of new IBM 
equipment. Left to right: George 
Van Fleet, executive accountant; 
Frank Dubach, comptroller, Elayne 
Lesec, of voucher department; 
Nat Dworkin, office manager. 
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NEW THINGS 
in the 
NEWS 


ABOVE 

EXECUTIVE POSTURE CHAIR, Model 66, manufactured by 
the Harter Corp., Sturgis, Mich., features a chair control which 
permits the seat and back to tilt in synchronization, foam rubber 
cushions on seat, back, and arms, mohair fabric upholstery, and 
a one-piece base of formed sheet steel. Hand-wheel controls 
permit five different adjustments to the occupant's requirements. 


ABOVE 


THIS TRANSPARENT CARRIER with its Tenite body and tub- 
ing, saves time in the accurate dispatching of orders, cash, mail, 
and blueprints, through the pneumatic-tube systems of busy stores, 
factories, hotels, and offices. In addition to the time-saving quali- 
ties, the plastic has high impact strength. The seamless tube has 
leather covers on each end, and is supplied in various diameters 
and in round or oval shape, depencing on its purpose. Manu- 


factured by Standard Conveyor Co., North St. Paul, Minn. 


ABOVE: 


A DE LUXE POCKET KNIFE from the Gits Mold- 
ing Corp., 4600 West Huron St., Chicago. The steel 
blade has a crocus finish and is finely tapered. It is 
set in an unbreakable plastic gold, bronze, or silver 
handle. Opens to four different blade lengths by 
merely sliding the thumb forward. The handle is 
molded of metallic iridescent Tenitex. The regular 
model of this knife uses strong acetate in pearl white, 
onyx patterns of bone, green, and red, and black. 
The de luxe model is packaged in an attractive flock- 
covered gift box. The reqular comes in a glazed 
white box. The de luxe retails for $1, the regular for 
60 cents. 


RIGHT: 


HERE'S SOMETHING! The Cardfile, a place to file the many 
business cards received during the year. The file eliminates bulg- 
ing pockets, wallets, and that bothersome search for the one 
you want. Cards are filed orderly and logically in the 30 divisions 
provided. A hollow bottom space is provided for dead cards. 
Of heavy construction, the leatherette-covered file retails at 
98 cents each from Sparky Specialties, Inc., 173 West Madison 
St., Chicago. 


October, 1948 OFFICE MANAGEMENT AND EQUIPMENT 51 


= oS — oe ee a i Sl hl ee 
Ps ‘as oe Bese: a. “ BS. ; | a, - ae i eye . y P< 
lM Pio. we ee ee 
wa. Ler . 
2 a a we 4 4 
n 4 — 
ie. -— 
a ee hk ae q ; e 
. ae Ee ~S e 
gg LS a. : “hid 7 - 
Fe at | 
<i a a Pe 
% —_ . 
<ck Pee et ie ’ 
\ Ms mee \ 
to 
\ do am eee 
\ — 
7 
| Ma ey ~ “C8 
a a 
1 
. , 4 a, 
a ae, at 
~. 6)", 
oe. 6 &}s 
> mw tea 
ee ee 
Pe os z s 
. yee. 
— | 
a. ae «= 2 seer) i ee | le q 
s: ae ae ; Sy: ve a Soe) See ee ae \ Ba “tae: Sea ie. Arne’ 
a ho SS oe ao de ee Ss dll | ci ee 


4 
4 


—_— . 


LEFT: 

NAME PLATES by Wm. A. Force & Co., 64 White St., New 
York, distributor for Personality plastic nameplates. The nameplates 
shown here in a dealer display. are made in black, mahogany, 
walnut and light mahogany finishes. Each plate measures 8 inches 
wide and 13% inches deep and is supplied with either drilled holes 
for door use, or metal feet for cesk use. 


ABOVE 


mail distributor from Commercial Controls Corp., 


MAILROOM EFFICIENCY can be improved with this portable 
640 Culver 


Rd., Rochester, N. Y. Distributor is a sturdy, light-weight brown 
canvas bag with base, front and back panels of vulcanized fibre. 
lt has an adjustable shoulder strap for easy carrying. Divided 
into individual compartments marked with names of executives or 
departments, it enables messengers to speed delivery and pick-up 
of mail with a minimum of handling and chance of loss 


LEFT: 


partments keep bills, 


passports 


POCKET SECRETARY and billfold in passport size is announced 
by Buxton, Inc., 93 Orleans St., Springfield, Mass. The new model 
folds in book form and fits in inside coat pocket. Special com- 
and credentials in order. Extra 
room is provided by four pockets, one full-depth to keep busi- 
ness cards clean and flat, two cutaway to keep tickets and stubs 
so they are easy to get at, and one spare pocket. This style 
includes both a calendar and handy memo-pad that may be 
slipped out of sight when not in use. 
swing-windows retail for $1 extra. 


Six detachable transparent 


The new model, available in 


Morocco, black and brown colors, retails at $8.50 plus tax, and 
in Havana luxury seal at $17.50 plus tax. 


RIGHT: 


AUTOMATIC ELECTRIC LABEL DISPENSER that mechanizes 
hand labeling, introduced by the Avery Adhesive Label Corp., 
Monrovia, Calif. The Kum-Kleen dispenser is liqht and portable, 
operates on either AC or DC current and may be plugged into 
any convenient outlet. A patented self-threading mechanism 
permits change-over of labels and loading in five seconds or less, 
without the use of spools, reels or cores. Constant speeds of 
delivery are set by a simple rheostat dial adiustment or inter- 
mitient Operation prouced by use of a dual control foot switch. 
The dispenser has a cast aluminum alloy housing, self-lubricating 
bearings, standard electrical components, and is powered by a 
1/50th H.P. universal electric motor. The weight is 13 Ibs., 
dimensions are 5'/p inches x 7!/2 inches x 12!/p inches overall. It 
delivers up to 100 lineal inches of labels per minute. Kum- 
Kleen self-adhesive labels are applied without moistening, adhere 
to any clean, smooth surface, will not curl or pop up due to 
humidity and temperature changes, and can be instantly peeled 
off when no longer required. 
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RIGHT: : 
SORT-O-FILE, for filing and sorting sales tickets for cycle bill- 


ing, and signature-sorting checks. A series of aluminum alloy 
dividers are placed in line with diagonal visible margins which 
have special index labels. Dividers are mounted on rods which 
50 dividers are separated by sectional 


are turned by a lever. 
guides, which provides a sub-divided alphabetical index accom- 
modating 1800 accounts, with additional space if needed, In 


ticket and check sorting, special signature labels or cards can be 
dividers. Stand is chromium plated and a metal 
Portable too, the unit occupies about 3 square 


attached to 
cover is available. , 
From Associated Industrial Designers, 3727 Effing- 


feet of space 
ham Pl., Los Angeles. 
ABOVE 


SKYLINER secretarial desk from Orna Metal Products Co., 2412 
South 7th St., St. Louis, features a non-glare Armstrong linoleum 
top 34 x 60 inches, typewriter pedestal with width of 21'/ inches, 
has a drawer pedestal width of I7!/2 inches, and 19 inch knee 
space. Heavy duty adjustable glides permit height adjustments 
from 29!/2 to 30'/2 inches. Among the many other features are 
ball bearing rollers, interchangeable drawers, locking device, pull- 
out shelf, and concealed hinges on typewriter compartment. 
Finished with multiple coats of baked enamel Graytone. 


ABOVE: 
SILENT AIR CIRCULATOR. The Roto-Beam Radiant Air Cir- 


tulator projects two beams of air, a large, slow-moving beam 
which revolves spirally, and a smaller, fast-moving beam which 
revolves in a tighter spiral within the larger air mass. The result- 
ing differential in pressure between the two air columns causes 
all the air in the room to move in a rhythmic, pulsating motion. 
Five blades, with full surface of every blade from tip to heel 
are utilized for moving air and the over-powered motor operates 
noiselessly, 

Diameter of guard at widest point, 14 inches; propeller length, 
10 inches: weight, 10 lbs.; motor, 52-watt, 1/100 h.p. Operating 
speeds, 1650, 1150, 800 RPM for 3-speed model. From the Roto- 
Beam Co., 1755 North Keeler Ave., Chicago. 
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ABOVE: 


MODERN LINES have been incorporated into this utility unit 
drawer cabinet from the Keystone Steel Equipment Co., 2608 
South Front St., Philadelphia. Mede of furniture-levelled sheet 
steel, finished in smooth olive-enamel, baked on, the unit features 
extra strong, adjustable shelves. Cabinet, shipped set up, is 
3434 x 29 inches high, 1134 inches deep, and has drawer dimen- 
sions of I1'/, x 9 x 2% inches. 


ABOVE: 

THE BRADMASTER, a handy device for magnetically picking 
up brads and driving them into wood surfaces. Made by the 
Markwell Mfg. Co., 200 Hudson St., New York, the Bradmaster 
is designed to assist in model making, cabinet work, manual train- 
ing and school carpentry, and general repairs. It is particularly 
useful when working on difficult corners. Retails for $1.50. 
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ABOVE: 


TYPE BAND DATER, new Justrite model 252, is from the Louis 
Melind Co., 362 West Chicago Ave., Chicago. The die cast 
metal housing, chrome plated and hand finished, protects dater 
from dust accumulation, rusting, tampering, and accidental break- 
age. The bands are easily adjusted from the inside. Once locked 
in place, the date remains secure until the die plate is reopened. 
A double lock catch makes it impossible for dater to open 
accidentally and yet the mechanism permits effortless opening 
when bands are to be changed. Daters have their own individual 
rubber stamp dies which necessitates stationers placing 
orders through their local rubber stamp manufacturers. 


ads need repair 
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LEFT: 
COMPLETELY AUTOMATIC PUNCH, the Dial-Contro!l Cen. 


tamatic punches '/; inch holes in any sheets to fit standard bind- 
ers, sizes 5'/p x 3 to 12 x 9!/p inches. Also punches two '/4 inch 
holes in 234, 4'/4, 7, and 8!/, inch centers. Punches through 20 
sheets of 16 pound bond stock. Mede of heavy gauge steel with 
hardened plate across the cutting area, the punch is finished in 
Wedgwood creen; gauges, heads, and lever are nickel-plated. 
To operate, just set dial to desired punch center, adjust guides 
which automatically center sheets—and punch. From the Mutual 
Stationers Supply Corp., 374 Broadway, New York. 


ABOVE: 

LEDGER MARKERS that allow for quick and easy identification 
of record books. Made of sturdy, clear plastic, they easily slip 
over the edge of ledger sheets. Markers are 3 inches long, '/2 
inch wide, and have a deep | inch lip. From Roy E. Mellrath, 
8 South Michigan Ave., Chicago 3. 


BELOW: 

LETTERHEAD LOGIC, a promotion piece of the R. O. H. Hill 
Co., 270 Lafayette St., New York, one of the leading exponents 
of good letterhead design, is a dossier of what is fitting and 
appropriate in letterhead layout. Mailed to any business organi- 
zation interested in re-styling its letterhead, the folder contains 
a check list by which the executive can be the judge of his 
own business stationery, and striking samples of Hill-designed 
letterheads used by all types of businesses. 


here is how vou. too. can 


letterhead that is a “Busine 


THESE HILL SAMPLE LETTERHEADS 
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LEFT: 


range of exposures 
proximately 15%. 


CLOSED 


ABOVE: 


REDE-RITE study board allows better reading con- 


centration because it can be instantly adjusted, leav- 
ing both hands free for taking notes. All hand- 
assembled, it folds compactly and is ideal for stu- 


dents, teachers and office workers. 


to 


Prices on request 


Northfield Specialties Co. 


the manufacturer, 


Northfield, Minn. Pat. pending. 


NEW FORMULA Graph-O-Stat developer for photo copy work, 
from Phillip A. Hunt Chemical Co., Brooklyn, N. Y. 
formula has been specially compounded to afford faster develop- 
ment, and give finer quality reproductions, in the case of all 
stancard types of paper used in copying machines. 
high development contrast, or gramma, over nearly the whole 
Graph-O-Stat cuts 
Works 


The new 


Having a 


time ap- 
hard or soft water, 


development 
equally well in 


forming no spots, streaks or scum on prints. Available in cartons 
of 24-10 quart size cans and 12-20 quart size cans, and in 50- 
and 100-gallon size drums. 


BELOW: 
A BROKEN LEG 


doesn't prevent 


suffered while playing ball with youngsters, 
Congressman William E. Hess (R.-Ohio) from 
carrying on business as usual in the Bethesda Naval Hospital, 
Washington, D. C. Surrounded by a maze of pulleys, ropes, and 
gaduets, the answers his daily mail and 
carries on his campaign for re-election with the aid of a Time- 
Master, the letest dictating machine produced by the Dictaphone 


orp., 420 Lexington Ave., New Yerk. 


exercise Congressman 
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ABOVE: 

NEW PLUG-IN STRIP gives maximum opportunity to 
business machines and desk lamps, reduces fire hazards, and 
eliminates the need for trailing extension cords. According to 
National Electric Products Corp., Chamber of Commerce Bldg., 
Pittsburgh, a Plug-In Strip installation is made by joining either 3 
or 6 foot standard lengths. The 24 gauge steel channel and the 
two No. 12 copper wire conductors ‘‘factory-wired'’ inside the 
raceway may be cut to fit on the job with a hacksaw at any desired 
location between the receptacles. Plug-In Strip does not have to be 
taken apart during installation. Ten matching fittings are also 
available for any type of installation. Included are interior, ex- 
terior or flat elbows; center and end feeds, and ‘fill-in’ strips for 
placement in inaccessible places, suck as behind radiators. 

Can be installed on walls and partitions, at floor, baseboard or 
chair-rail height, mounted either flush with, or on the top surface 
of, moldings, tables or counters. Designed to provide an adequate 
and convenient spread of outlets to ‘plug-in’ electric typewriters, 
clocks, check protectors, adding machines and other pertinent 
electrical equipment, Plug-In Strip is listed by Underwriters 
Laboratories, Inc. 


‘plug-in 
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ABOVE: 

FOR THE OFFICE. A 5-function room air conditioning unit, 
designed for use in homes and private offices, is the product 
of the Mitchell Mfg. Co. The Mitchell M-10 unit has a her- 
ABOVE: metically sealed refrigeration mechanism. It cosls, dehumidifies 


SILENT BUTLER is the name of this new ash tray being manu- circulates. ventilates, filters out dust, dirt and pollen. Capac- 
factured by Del-San Products, Inc., 8845 Olympic Blvd., Beverly my S72 Fem, delivers hear? BTU per hour. Easy re agg pid 
Mills, Calif. When cigarette butts accumulate in the tray, they window, requires no —— aaron “ plugs in like any 
can be whisked out of sight. A special top is lifted over them electrical appliance. Pa mechanism The SRST ONEE TiBet- 
and they are forced into a rear compartment which holds 20 SC an hagas fis site says Por stag For 
butts. The top fits so tightly that it will extinguish burning stubs Chics ng — wie te pe of oe yoeme Pom, 
without tamping or odor. The stainless steel receptacle, which ee : 
holds stubs, has a mirror-smooti finish. Easy to keep clean. Choice 
of ebony black or mahogany plastic body. Retail price is 79 cents 


nd each. 


RIGHT: 

PROFESSIONAL TYPE LETTERING can be done by almost 
anyone with this lettering set from the Stenso Lettering Co., 2510 
Elsinor Ave., Baltimore. Signs, notices, displays, or booklets can 
be printed with set No. 93 pictured. Set contains 6 guides with 
clear 3-inch Gothic letters and numbers. Each card is made of 
real, oiled stencil board, sized 8 x 10 inches. Packaged in 
colorful glassine envelopes, the set is priced at $1 retail. 


BELOW: 

SECURITY BOX with a new lock with over 500 key changes, 
is available from United Cutlery & Hardware Products Co., 108 
East |6th St., New York, distributors. The Protecto box is made 
of two steel walls, insulated by a '/4 inch of specially treated 
asbestos sheeting. Inside dimensions are 8!/2 x 12!/2 x 3!/4 inches. 
Weighs 10!/2 pounds. Small enough to fit in a dresser drawer, 
it has a recessed handle which provides a flat surface for easy 
storage. Each box comes with two keys, and is available in 
choice of grey, green, or tan. Has a Hammer-Tex finish which 
will not chip or scratch, and is fire resistant. List priced at $11.95. 


ABOVE: 

LO-BOY DUPLICATOR, a new design in fluid duplicators, 
has just been announced by Rex-O-graph, Inc., 3744 North Palmer 
St., Milwaukee, Wisc. It achieves “hairline register,’ handles 
tissue stock, standard weight paper, card stock, and also repro- 
duces black copies with the use of special Rexblack carbon and 
fluid. Made of heavy-duty cast aluminum for extra strength and 
rigidity without extra weight, and super-streamlined and finished 
in crackle finish with chromium plated trim. In addition to the 
lower feed tray, the Lo-Boy has positive automatic paper feed, 
automatic paper centering, and improved 1!00°% roller moisten- 
ing features. 
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RIGHT: 

NEW ELECTRIC TYPEWRITER, representing a departure from 
their current design standards, has been added to the line of 
Remington-Rand, Inc., 315 Fourth Ave., New York. The new ma- 
chine presents a novel radically different, functional styling plus 
several exclusive mechanisms which company spokesmen say, in- 
sure greater durability and longer life than has been known here- 
tofore. The color scheme is two tones of gray, with keys of white 
and blue. It has a new keyboard with ‘'finger-fit’ keys molded to 
contorm to the operator's fingers. The Electric DeLuxe typewriter 
has a control panel which places every important contro! at the 
fingertips of the operator. The exclusive constant-spaced electric 
motor insures uniformity of speed and type impression ‘regard- 
less of any externally-caused drain on power sources.’ A new 
type face, known as Remington Rand type, has been developed 
especially for the new machines and is designed to give faster 


reading and clearer copies. The usual Pica and Elite typefaces 


are also available. 


RIGHT: 


LEFT 


AID TO NOTE TAKERS. Notes and reminders are not easily 
lost or forgotten with this new writing pad made of Vinylite 
plastic sheet. Jottings can be quickly recorded with pen or 
pencil and will remain until erased, as in the picture, by wiping 
the board with a cloth dipped in a special remover fluid that 
comes with the writing board. In addition to notes, the board 
which comes in a range of sizes, can also be used for preliminary 
sketches and layouts, utility desks, conference and telephone pads 
and similar other uses in offices and schools. Made of Vinylite 
plastic sheet, these writing boards are manufactired by the Ruhl 
Development Co., 241 [6th St., Toledo, Ohio. 


INTRODUCES GOLD PENCIL—A new gold-filled pencil is 
introduced by Sheaffer's in time for the Christmas trade. Known 
as the Triumph, the pencil has a slender desian, custom-chased, 
and carries the White Dot, Sheaffer's mark. The graceful, thin- 
diameter Triumph contains the precision-made propel-repel-expel 
pencil mechanism. It is attractively packaged in a gift presen- 
tation case and retails in the United States for $7.50 plus federal 


tax. From the W. A. Sheaffer Pen Co., Fort Madison, lowa. 


ABOVE 


PARCEL POST SCALE, model 1530, is a 25-pound type intro- 
duced by the Hanson Scale Co., 525 North Ada St., Chicago. 
This model fills in the range of capacities between the company's 
Present 5-pound first class postage scale and their 50-pound 
parcel post and express scale. 
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ABOVE: 


TIME-SAVING FILE that slips right into any desk or filing 
cabinet has been developed by the Steel Parts Mfg. Co., 222 
South Morgan St., Chicago, a division of Blackstone Mfg. Co. 
Called the New Convert-O, it features a simple frame that is 
easily assembled and is quickly adjustable to fit any file drawer. 
The file dividers slide from one end of the drawer to the other 
quickly and silently. Easy to install. The complete unit is com- 
prised of four pieces: two vertical ends (or leas) and two hori- 
zontal guide bars. Shipped from the factory flat. For imme- 
diate delivery. 
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ABOVE: 


NEW PLASTIC MEMO-PAD, for office or home use. Available 
in a variety of colors, the Memo-Master uses a standard adding 
machine roll, equivalent to approximately 750 sheets of 3 x 5 
inch memo paper. Has no parts to get out of order. The space 
behind the roll provides a convenient filing space for current notes 
and serves as a pencil holder. Can be quickly removed from the 
wall hooks for use on the telephone stand or desk. Small rubber 
feet prevent slipping and protect the desk surface. Distributed 
exclusively by E. C. A. Mfg. Co., 2518 West Montrose Ave., 
Chicago 18, the Memo-Master retails for $1 each 


ABOVE: 

IMPROVED TRANSPARENT SIGNAL, manufactured by the Cel- 
U-Dex Corp., | Main St., Brooklyn 1. N. Y. Newly designed with 
a firmer grip and ultra transparency, the signals also come in a 
selection of twelve color combinations, with no color repetition. 
Twin strands of piano wire which have been inserted in the trans- 
parent material provide the tension necessary to make this signal 
transferable from card-board to light weight paper, without shaa- 
ging and without loss of grip. The knurl which has been machined 
on the inner surfaces of this signal virtually add teeth to it. 


58 


LEFT: 

HIGH-SPEED electric punched card accounting machine with 
three line listing feature, prints three lines of information from 
IBM card. The new machine introduces the tape-controlled 
automatic carriage, which utilizes a new principle of form-spacing 
control. This development eliminates carriage set-up time and 
moves the forms to the correct printing line with one motion. The 
flexibility of this carriage permits running either short or con- 
tinuous forms easily and provides for as many as ten divisions 
of each form. A tape, once puncked to control skipping, is re- 
used whenever the same form is processed. It is necessary only 
to insert the tape to start the operation. From International Busi- 
ness Machines Corp., 590 Madison Ave., New York. 


one 
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ABOVE: 

EXECUTIVE MODEL No. 223 ball pen is currently being re- 
leased by B .B. Pen Company, Inc., Hollywood, Calif. The im- 
proved pen features a factory tested and sealed tip. The com- 
pany says this easily removed plastic covering assures instant 
starting, dependable writing. Other features of the redesigned 
model are an improved pocket level clip, “locking action" cap, 
chrome or simulated gold cap and clip, and fast drying “Perma- 
Dri" ink in a choice of red, green or blue. The fair-traded retail 
price of the pen is 98 cents. In addition to the new Executive, 
B. B. is also increasing production on its VP model. 


BELOW: 

COOL AIR BONUS of 10% is now available with every new 
10 inch Surf electric fan turned out by G-M Laboratories, Inc., 
Chicago, say the manufacturers. 

This bonus was made possible by the use of fan blades made 
from rigidized-metal rather than plain metal. The greater upset 
area of the texturized surface and the added strength per unit 
weight imparted by rigidizing afford these blades a greater 
delivery without an added strain on the motor. Consequently, 
this new fan delivers not only the standard 500 cu. ft. of cool air 
per minute, but an added dividend of 50 cu. ft. 

In addition to making the Surf electric fan a more efficient 
and attractive unit, the patterned surface diffuses light rays and 
eliminates glare. For added safety and convenience, all Surf 
electric fans produced by G-M are equipped with wire safety 
guards which can be removed for cleaning. 
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No, 126-102. Desk, consists of 
2 letter-size drawers and 1 
safe, Gray or green. $143.50* 


No. 152-102. With 3 letter-size 
drawers and 1 safe compart- 
ment. Gray or green. $136.50* 


NEW DEALERS 


Two can comfortably work on 
the above 12-1002 desk by plac- 
ing the two file units in opposite 
directions. 


RSS 


Illustrated above: No. 12-1002. With 4 letter-size 
filing drawers. Gray or green... . $139.00* 


New Double Duty-Desks 


Streamlined convertible steel desk units . . . available in 
combinations as illustrated. The steel desk top is linoleum 
covered, trimmed with .a fine aluminum edging. Drawers 
are equipped with spring compressors and precision built 
ball-bearing suspensions, enabling them to float smoothly 
and quietly at the mere touch of the finger tips. Center 
drawer has a built-in steel tray for clips, pens and pencils. 


All desks illustrated on this page are: 31” high, 56'2" wide, 31” deep. 
For Walnut or Mahogany colors, add $23.00 


*Prices in Zones 2 and 3 slightly higher 1089 


INVITED—WRITE FOR CATALOGUE 


CAL E STEEL EQUIP MEMT COMPANY 
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STURDY CONSTRUCTION — Prontos are built of 275-Ib. 


test corrugated fibre board and reinforced with steel on the 


shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 


into solid units and stack as high as the ceiling, saving 
valuable floor space. 


SIZES AND PRICES 


LOCATE YOUR RECORDS EASILY — No more need of 


fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 


appearance, finished in an attractive olive green. The steel 
drawer front matches your regular active office files 


| Inside Dimensions FIBER BOARD STEEL 
Suggested Uses | — FRONT — ea 

5 ee Senn ee No. a, No. Single ,; ™ 
tletter Size i] 12%. . 10%. . 24 E210 . . $3.10 . . $3.00 || I210L . . $3.85 . . $3.75 
tlegal or Cap 15%. . 10%. . 24 E510... 3.75... 3.65 || ISIOL.. 405... 475 
Invoices 10% .. 8%. . 24 £100)... 2.75 .. 26 109L 3.40... 3.30 
*2 Rows 8x5 Forms 10% .. 8% .. 24 E108... 3.05... 2.95 108L 26 .. 3.55 
Freight Bills %.. 7 ..m £97... 2.60... 2.50 || 197IL 3.10. . 3.00 
Checks 10%... 4% .. 24 E104... 2.65 2.55 104L 3.40... 3.30 
Drafts or Checks We. . We. . 24 E94 2.10 2.00 || 1941L 2.60... 2.50 
§x8 Forms 8% .. 5%. . 24 E85 2.35 2.25 || 18SIL 2.05... 2.75 
Tabulating Cards 1% .. 3%... 24 E73 2.10 2.00 || 1731L 255... 2.4 
*3x5 Cards (3 Rows)/| 16... 41/2 . . 24 E64 3.75... 3.65 || 1645L 485... 4.75 
*4x6 Cards (2 Rows)/| 12% .. 5 .. 24 E24... 2.75... 2.65 || 1245L 3.40... 3.30 
°3x5 Cards (2 Rows)i| 10% .. 3%. . 24 E103... 265.. 2.55 103L 3.3%... 32 
Vouchers (Upright)]| 5! .. 10%. . 24 E592... 2.90. . 2.80 || 1592L 306 .. 3.55 
tledger Sheets %H..% ..® Eq 3.50... 3.40 912L 4.25... 4.15 
tledger Sheets | 12%. . 12%. . 18 El2 4.45 4.35 || 1212M 5.80... 5.70 


*These numbers have removable divider partitions. 


tPacked 6 to a carton—all others 12 to a carton. 
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In offices of Crum & Foster, insurance firm of Manhattan and Brooklyn, New York, traffic lanes are 
outlined in light-colored border tile in flooring of dark marbleized design asphalt tile. 


Flooring in Office Rejuvenation 


By Barclay Adams 


% SEVERELY SQUEEZED for the past several 
years between frozen rents on one side and soar- 
ing costs for labor and maintenance on the other, 
the owners of office buildings today are beginning 
to worry about a third threat to their income. It 
is the fact that a competitive rental market is 
once again in the offing as new buildings steadily 
rise toward completion. 

Although unable to set a definite date, close ob- 
servers of the rental market in metropolitan cen- 
ters declare that the day of 100 percent occupancy 
will disappear in the not distant future. And 
management firms are telling their owner-clients 
to face this problem realistically right now. 

Service must be improved and extended, ex- 
tensive repairs are required in many buildings. 
while redecoration and a general “polishing up” 
must be carried out if they expect to retain their 
tenants in the face of new building competition. 
owners are told. 

At the same time, they must recognize the eco- 
nomic fact that expenditures must be made care- 
fully and maintenance costs studied and held to 
a minimum. 


October, 1948 


As the new buildings come into the rental 
market, tenants will be attracted to them because 
of their modernity. No radical departure from 
conventional layout will be apparent, but there 
will be many improvements on basic ideas, ma- 
terials, and equipment which have been develop- 
ing and gaining acceptance through the years. 
So says the American Society of Interior Design, 
which some months ago completed an extensive 
study of trends in commercial building. 

Air-conditioning and provisions for a greater 
amount of light, both natural and artificial, have 
top call in the planning of most architects, the 
study revealed. More color will be used. Floors 
will be brighter and provide more safety and com- 
fort underfoot with lower upkeep costs. Sound 
will be deadened. Heating in winter will be more 
uniform, efficient and economical. 

To compete with all this, owners of older build- 
ings will need to modernize their structures. 

A long step can be taken in this direction if 
building facades are cleaned up and foyers, ele- 
vators, corridors, and individual offices are main- 

(Turn to page 94) 
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WHAT'S 
AVAILABLE ? 


@ WHAT could easily be described as another 
form of employee production insurance is pre- 
sented in this article of the “What's Available?" 
series—office lamps and ceiling fixtures, some of the 
auxiliary equipment for the office that means so 
much in the over-all picture of office comfort and 
work output. Duplicating and photo-copying 
machines will be covered in this series in the Novem- 
ber issue of MANAGEMENT. A section of this 
article will also be devoted to file cases and transfer 
files, as plans for end-of-year transfer of old docu- 
ments and files are brought into focus. 


DESK LAMPS 


The Apella Co., 215 W. 40th St., New York 18 
Model 412 Desk Lamp 


@ Efficient two-light (fifteen watts each) lamp for opera- 
tion on either A.C. or D.C. current. The base and column 
are cast. The base measures 9” x 434”; the shade 1812” x 214”, 
and the lamp is 13” high. Finishes, crinkled brown or plated 
bronze. 

| Delivery: Prompt. 


ii 

ie Apella Co.'s Medel 412. 
age Model 912 of Arrow Lamp Mfg. Co. 
aa 


Arrow Lamp Mfg. Co. 
Model 912, Desk Lamp 


@ Height 30”, made of cast metal, with a choice of bronze, 
maroon and gold, green and gold, or black and gold finish 
Price, $1950. 


Delivery: Immediate. 


Dazor Mfg. Corp., 4485 Duncon Ave., St. Louis, Mo. 
Model 2324-16, 2-tube Desk Model 


@ Dimensions approximately 24” high; radius of 48”. Bond- 
erized metal. Brown or gray baked enamel finish. Has float- 
ing arm which can be moved freely into any position and 
stays put without locking. 

A strong spring force, acting through a shifting fulcrum 
and parallelogram on both sections of the double arm, equal- 
izes the varying forces exerted by the arm, thereby balancing 
the arm in any position. Six different connections on the 
Dazor Floating Lamp respond to finger-tip control, together 
permitting any angular adjustment. Main standard swings 
305 degrees laterally; arm moves through a vertical are of 


Dazor Mfg. Co.'s 2324-16. 


135 degrees. Elbow of the arm encloses an arc of 120 de- 

grees. Reflector assembly rotates 360 degrees around the 

arm; also moves 185 degrees in the knob of the arm; reflector 

pivots 305 degrees around the socket. Manufacturer claims 

the patented floating arm is found only in Dazor floating 

fixtures. Eastern price, $31.25, not including tubes. 
Delivery: Immediate. 
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DESK LAMPS 


Emeralite Co., Inc., 40 Warren St., New York 7 
No. 5208/5200, Incandescent 


@ Over-all height, 18”; extension of arm to outer edge of 
shade, 14”. Vertical adjustment from desk-top to lower edge 
of shade from 111%” to 15”. Standard finish is statuary 


Emeralite's 5208/5200 Incandescent. 


bronze. Takes 2 bulbs, and has daylight screen. Lamp de- 
signed to extend over work; arm and shade swing right or 
left. 

Price, $24.50. Model 5208/5030 is the fluorescent type, same 
price. . 


Ever-Ready Electric Co., 1214 West Madison St., Chicago 7 
Deskmaster, Model 8258 


@ Height, 1312”; width, 12”. Lamp: 1 light, 12” Circline 
Fluorescent, 32 watt. Finish: brushed brass and red, 
brushed brass and green, and brushed silver and ebony: 
processed for permanent resistance to chipping, peeling. 
fading. Gives adequate, comfortable light, spread over entire 
working area, shielded from the eyes, and glareless. Simple 
streamlined silhouette that blends with contemporary furni- 
ture. Die cast bulb channel. Tinted enamel finish inside 


Ever-Ready Electric's 8258. 


channel to add warmth to fluorescent light. Frosted glass 

inset panel, Circline fluorescent bulb. Price, $31.95, tube 

included. Also available in pedestal or floor model, $47.45. 
Delivery: Immediate. 
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Deskmaster, Model 8261 

Companion piece to 8258. Available in the same color 
combinations. Two lights, 15 watt fluorescent. Height, 1334”; 
width, 1842”. List price, $29.50, without bulbs. 

Delivery: Immediate. 


Faries Mfg. Co., Decatur, Ill. 
Model 20200, Circlarc 
@ Height 13”. All brass adjustable shade, 742” x 1442”. 
Single push-button switch. Heavily felted cast base 6” x 12”. 
Has 10-ft. rubber cord. Finish electroplated statuary bronze 
with gold trim, or steel grey with gold trim. Bulb included 
Price, $35 in bronze; $31 in grey and gold. 

Delivery: Immediate. 


Circlare 20200 of Faries Mfg. Co. 
Model 20250, The President 
Holds 2 fluorescent tubes (A.C.). Shades and pedestal are 
brass trimmed. Has 10-ft. rubber cord. Finish is electro- 
plated statuary bronze, trimmed with polished brass. Has 
handy groove for pencils or pens. Price, $22.50. 
Delivery: Ready about end of October. 


General Lighting Co., 32 Union Square, New York 3 
Model TAB-7 


@ Dimensions: 7” bullet reflector on 18” gooseneck. Alumi- 
num and steel. Control switch, grey cord, and plug. Finish 
is baked clear lacquer on brushed aluminum. Flexible—holds 
in any position. 
Delivery: Prompt. 
(Turn to next page) 


Model TAB-7 of General Lighting Co. 
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DESK LAMPS 


Kurt Versen Co., Englewood, N. J. 
Swan, Model 4410 


@ Desk lamp with flexible arm permitting use of the lamp 
in any position. Comes in dusk grey baked enamel or 
brushed aluminum. Comes with pin-up tab, generous cord 


Swan, Model 4410, by Kurt Versen. 


and plug; weighted, with felt base. Swan’s price is $13.80 
for grey finish; $15.18 for brushed aluminum finish. 
Delivery: Immediate. 


Marks Mfg. Co., 700 North Carpenter Street, Chicago 22, Ill. 
Two-Tube Fluorescent Desk Lamps—No. 18 Aurora Desk Lamp 
@ A plated lamp with adjustable reflector shade to direct 


illumination. Uses two 15 watt fluorescent tubes 18” long. 

Attractive English bronze plated finish. Height of lamp, 12”. 

Heavily weighted base, felt padded. Push button switch 

located in base for easy operation at hand position. 
Delivery: Prompt. 


Marks’ No. 18 Aurora. 


No. 901 Super Secretary Desk Lamp 
Includes new features. Heavy felt covers every part of the 


base for furniture protection. Over-all height of lamp is 22”. 
Special made Marks sagless flexible arm measures 12”. Ad- 
justable lamp shade rotates to any desired position. Com- 
pletely finished in rich auto-body baked enamel. Socket ac- 
commodates incandescent 100 watt bulb. Base has a smooth 
finish and is embossed with grooves to hold desk parapher- 
nalia. 
Delivery: Prompt. 


Midwest Naturlite Co., 228 West Kinzie St., Chicago 10 
Model 2000 Fluorescent Floor Lamp, 1 and 2-Tube 
@ Horizontal over-all extension, 2842”. Base is 111%” dia.; 


rises 334”; shade is 1842” x 615” x 21%”, for 2-tube; 184%” x 
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53g” x 21,” for 1-tube. General specifications applying to all 
of this company’s models: Tube, designed for 1 to 2 T-8 15 
watt Mazda fluorescent tubs; dual reflectors, manual switch 
for instant starting on A.C. or D.C. Ballast, normal power 
factor standard for 1 or 2-light models. High power factor 
for 2-light models will be furnished when specified at addi- 
tional. cost. Line cord, 8 feet G. E. Flamenol or rubber cov- 
ered. All models wired for 110-120 volt 60 cycle A.C., but 
will operate satisfactorily on D.C. when used with a D.C. 
conversion element which can be furnished at additional 
cost, when specified. For 1-tube models, a portable D.C. con- 
version resistor will be supplied for use in connection with 
regular A.C. line cord. For 2-tube models, the lamp will be 
wired for D.C. operation with an 8 ft. D.C. conversion cord. 
Finish: All models are available in a choice of 3 finishes in 
1--tone and 2-tone effects, i.e, corduroy brown wrinkle and 
gold, and smooth finishes in English antique bronze and 
gold, and grey and silver. 


Midwest Naturlite's Model 2000. 


Models 1006 and 1005, Clamp-On Types 
General specifications given for Model 2000 apply here. 


Also have various models of desk lamps. 


Mitchell Mfg. Co., 2525 North Clybourn Ave., Chicago 14 
Model 1010, Polaroid Fluorescent Desk Illuminator 
@ Dimensions: 125s” high, 183s” long, 1034” wide. Operates 
on 110-125 volt, 60 cycle, A.C. Uses 2 fluorescent lamps (15 
watt). Has a concealed Polaroid filter enclosed in non-shat- 
terable glass. Has 8-ft. cord and plug. All metal construction 
of lamp itself. Polaroid filter eliminates glare-producing 
light. Writing tray for pen and pencil in base. Price, $29.95. 
Model 1011 (without Polaroid screen), $22.50. 

Delivery: Immediate. 


Model 731 Desk Lamp 
Indirect light. Height, 1442”, all metal construction, felt 


base. Bronze baked enamel finish. Requires 100-watt bulb 
Has 9-ft. rubber cord and plug. Price, $5.45. 


Delivery: Immedia‘e. 
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DESK LAMPS 


Model 2050, Fluorescent Daylight Desk Lamp 

Stands 1412” high; shade is 18” long; base is 10” long, 5%4” 
wide. Has approved cord and plug, pen trough, on-off switch. 
Uses 15-watt T-8 fluorescent bulb. Parabolic shaped chip- 
proof white enamel reflector. For 110-125 volt, 60 cycle, 
A. C. Price, $8.95. 


Delivery: Immediate. 


Mitchell's Model 1010. 


Model 1012, Fluorescent Typewriter Lamp 

For 110-125 volts, A.C. only, with 8-watt fluorescent lamp. 
Designed for use with any typewriter, adding machine, or 
comptometer. Easy swivel adjustments—raises, lowers, moves 
forward or away; shade can be adjusted as desired. Alumi- 
num tubing, sturdy metal shade, efficient reflector. Univer- 
sal-fitting slip-under typewriter base. Convenient push- 
button switch. Price, $10.95. 


Delivery: Immediate. 


Mutual-Sunset Lamp Mfg. Co., 350 Fifth Ave., New York 1 
Style D-10 Fluorescent Desk Lamp 


@ Height 1514”, finished in English bronze. Price, $17. 
Delivery: Three weeks. 


in harmonizing brown and white reflector inside shade. 
Sturdy throughout. Can’t tip over even when gooseneck is 
flexed to extreme. Fountain pen funnel mount in base holds 
and receives pen easily and efficiently. Two pen, or catch-all 
receptacles molded deeply in base. Felted bottom. Pen is 
lever-filling fountain type. Will give strong, direct light 
where wanted. Price, $5.49. 


Delivery: Immediate. 


Serolite’s Model 275-P, and profile. 


Sight Light Corp., Deep River, Conn. 
Desk Lamp SL-5 


@ Sturdy 1-piece diecast base with solid aluminum cup and 
top reflectors. Dimensions: 14” over-all height, 12” diameter. 
Reflectors chemically etched to provide highest intensity 
(50 to 100 foot candles) of white light. Patented features 
protect eyes from direct rays from the bulb and direct an 


Mutual-Sunset's Style D-10. 


Serolite Corp., 11 White St., New York 13 
Model 275-P 


@ Incandescent lamp with fountain pen. Stands over 14” 
high. Made of Serolite (marble-like plastic). Metal goose- 
neck and shade; GE Flamenol safety cord; outside button 
switch. Base has brown and white marbleizing. Other parts 
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Sight Light's SL-5. 


extremely wide and uniform spread of light to the work area. 
This provides peak intensities in a zone 6” to 20” away 
from the lamp base and keeps all the light where needed— 
below eye level. 

Sight Light’s 144” high shade produces a minimum of 
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DESK LAMPS 


obstruction when talking across the desk to others. Its four 
coordinated colors: beige, green, bronze and bank grey, har- 
monize with any surroundings 

Price, SL-5 Desk Model, $13.75. Telescoping Floor Model 
SL-61, $27.50. Slightly higher in the West. 
Delivery: Immediate. 


Swivelier Co., 30 Irving Place, New York 3 
Catalog 960CR Incandescent Lomp 


@ Dimensions: Shade down 1914” high (add 834” when 
shade is in upward position. Shade diameter is 91%”, base 
diameter 6”. Made of aluminum with a chrome plate finish. 
Has patented spring tension socket. Can be used as desk 


Swivelier's 960CR Incandescent. 


lamp or as indirect torchier. Works on AC or DC current. 
Stays put at any angle, with no wing nuts or set screws to 
adjust. Price, $14.95. 

Delivery: Immediate. 


Van Dyke Industries, 21st and Rockwell Sts., Chicago 
Model 302, Fluorescent Desk Lamp 


@ This is a 2-lamp unit, 18”, 15 watt. All metal, finished in 
Morocco brown, Old English, or grey. Height 1412”; shade 
measures 5” x 18”. 

Delivery: Immediate. 


Model 302, of Van Dyke Industries. 
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Models 1118, and 1113-2, The Secretary 

Height over-all 22”; base is 7” wide x 9” long. No. 1118 is 
single 18”, 15 watt A. C. lamp; No. 1118-2 is 2-lamp unit 
Arm makes one complete revolution; shade tilts to any 
angle. White plastic reflector. Base has pen rest and tray. 
Instantaneous starting switch. 


Delivery: Immediate. 


Circline Fluorescent, Model 3000 
Accommodates 12”, 32 watt Circline tube. Height from desk 
to shade is 15”; height over-all 21”; shade 16” in dia.; base 
712” dia. Finished in Old English, or statuary bronze. 
Delivery: Immediate. 


Walton Laboratories, Inc., 186 Grove Street, Irvington, N. J. 
The Fanlamp 


@ Illumination for direct lighting: 2 bulbs, 40, 50, or 60 watt; 
for indirect lighting: 1 reflector bulb, 150 watt. Indirect light 
socket will hold the ultra-violet or infra-red light bulbs. 

The shade is of silk with special inner lining for light re- 
flection; parchment shades available on special order. 

A fan is concealed inside the shade of this floor lamp to 
give draftless circulation. Fan has 10” dia. blades of light- 
weight metal alloy. Has adjustable speed rheostat, which 
regulates movement of air between 200 and 500 cubic feet 
per minute. Air movement is sufficient to cause an air change 


The Fanlamp of Walton Laboratories. 
Inset photo shows motor, fan and bulb arrangement. 


in the average room 3 or 4 times per hour. Finish in bronze 
or silver. 

Motor is specailly designed A.C. 60 cycle, 110-120 volt, 30 
watt, General Electric with sealed in lubrication. Requires 
no attention. Fan operates independently of lamp. 


October, 1948 
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CEILING FIXTURES 


Benjamin Electric Mfg. Co., Des Plaines, III. 
Sky-Glo Luminous Louver System 


@ A system of standardized stock parts of channels, fittings 
and translucent Vinylite louver panels which when sus- 
pended below lighting equipment provide a clear, modern, 
translucent ceiling of pleasing architectural and decorative 
patterns and completely hide from view unsightly ducts, 
pipes, lighting units, etc. The Sky-Glo louvers are made 
of extruded “Vinylite,” a product of the Bakelite Corpora- 
tion. Material has a light transmission factor of 91 per cent 


A Benjamin Sky-Glo Luminous Louver installation. 


and a reflection factor of 19 per cent. Channels and fitting 
of supporting framework are of 20 gauge steel and finished 
in white baked enamel. 

The vanes of the louver panels are chemically welded to 
form openings in each louver section 2” wide x 2” long, x 2” 
high, affording a lengthwise and crosswise shielding angle of 
45 degrees. Material is dimensionally stable, and has a per- 
manent mat finish which will not discolor or peel and will 
not alter the color of light from any source. Louver panels 
and supporting channels and fittings are designed to enable 
complete coverage of square and rectangular shaped ceilings 
to within 6” of the walls. System may be used in irregularly 
shaped areas by trimming. 

The Sky-Glo system is particularly applicable to offices, 
as the system provides excellent diffusion of light from light- 
ing units above. With this system it is possible to obtain 
high levels of illumination without annoying glare. This 
system presents an entirely new concept in Louverall light- 
ing. Translucent Vinylite louver vanes transmit and do not 
merely reflect light—the entire ceiling glows. 

Delivery: 30 days from receipt of order. 


DayBrite Lighting, Inc., 5411 Bulwer Ave., St. Louis 7, Mo. 


Lenox-2, and Lenox-4 Ceiling Fixtures 

@ Lenox-2 for two 40-watt lamps and Lenox-4 for four 40- 
watt lamps. Dimensions: Lenox-2, 49” long by 117%” wide 
by 6” high. Lenox-4, 49” long by 1633” wide by 614” high. 
These are the over-all body dimensions of these fixtures. In 
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the event that they are suspended from stems, the stems sup- 
plied are approximately 28” long. 

Fixtures are all-steel construction and assembled of die- 
formed and welded parts. The interior chassis or wireway 
and the enclosure sides and louver assembly are finished in 
baked white enamel. The end plates are finished in baked 
luster aluminum enamel. 

These fixtures are designed for easy installation and serv- 
icing The basic chassis, which support the ballast equipment, 
sockets, and lamps, are first installed on the ceiling or on 
the hanger stems. Plenty of knockouts and mounting holes 
are provided for all types of installation applications. The 
enclosures are then snapped into position on the chassis and 
supported by spring tension clips allowing easy removal and 
replacement for servicing operations. Service chains are at- 
tached to the chassis and when the enclosures are lowered 
for servicing, these chains support the enclosures so they 
do not have to be taken completely down. 


Fixtures are designed to obtain the maximum amount of 
usable light from the lamps and still provide correct shield- 
ing angles to protect the eyes of the workers from glare 
Distinguishing features include the all-metal enclosure 


One of DayBrite’s Lenox Series. 


which is a departure from the norma! enclosure constructions 
which usually include glass side panels. The servicing and 
installation features have been incorporated in other fixtures 
of the Day-Brite line. 


Delivery: Prompt. 


Frink Corp., Long Island City, N. Y. 
Linolite Series 21 and 22 (Fiuorescent Fixtures) 


@ Engineered for lighting efficiency, these units are equipped 
with choice of interchangeable, hinged, detachable glass door 


Frink Corp.'s Linolite Series. 


or louver bottom. The standard louver provides 60 degrees 
crosswise and 70 degrees lengthwise shielding and is made 
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CEILING FIXTURES 


of aluminum for durability and ease of handling. Both 
louvers and glass doors feature separating hinges, and are 
easily opened or detached without tools for maintenance or 
servicing. 

All units are finished in a special Frink high reflection 
white enamel baked at a high temperature for maximum 
light output and resistance to wear and handling. Both series 
are available for 2, 3, or 4 lamps (40 watt). Three and 4 lamp 
units are wired with 2 individual circuits to provide a choice 
of 1, 2, or 3 levels of illumination for complete flexibility. 


Shipped completely assembled in custom-designed protec- 
tive cartons, all units are ready for rapid installation on ceil- 
ing or standard Frink FLH-11 hanger; singly, in continuous 
rows, or in ceiling patterns of rectangles, Ts, Ls, etc. Ceil- 
ing mounting, with metal reflecting pans in position, pro- 
vides a high downward component of light. For hanger 
mounting of reflecting pans are removed to provide an up- 
ward component. Series 21 features all metal sides. Series 
22 has glass paneled sides to add distinction and to provide 
an additional spread of light across adjacent ceiling areas to 
reduce brightness contrast with ceiling. 


Delivery: Prompt. 


Silvray Lighting, Inc., RKO Bldg., Radio City, New York 
Silvray No. 711 


@ Designed for use with two 40 watt or two 100 watt fluo- 
rescent lamps. Made of heavy gauge steel throughout. White 
Polymerin finish. This unit introduces the Silvray Slot- 
Louvered steel slide panels. These panels are lowered by 
a spring to permit access to lamps and starters. Another 
feature is a stem assembly which contains means for adjust- 


ABOVE: Two views of Silvray Lighting No. 711. 
RIGHT: Sylvania Electric's CL 240 2-lamp Louvered Fixture. 


ment to compensate for ceiling irregularities. Furnished in 

units providing either semi-direct or indirect illumination. 

Performance: Output, ETL 77.2 per cent. Brightness range, 

¥% candle to maximum of 2 candles per square inch. Unusual 

degree of shielding and elimination of high brightness. De- 

signed to provide variable degrees of brightness modification. 
Delivery: Immediate. 
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Sylvania Electric Products Co., Inc., Fifth Ave., New York 17 
Model CL 240, 2-Lamp Louvered Fixture : 

@ Over-all length, 494s” width, 1134”; height, 748”. Operat- 
ing voltages: Units available for 110-125 volts and 220-225 
volts, 60 cycle, A.C. Supplied in other voltages and frequen- 
cies on request. Finish: Reflector and top-housing in high 
temperature baked white enamel; frame assembly in satin 
aluminum Sold complete with 2 Sylvania T-12 40 watt fluor- 
escent lamps; Sylvania high power factor auxiliary; Sylvania 
COP-40 starters. 

Can be either surface or pendant mounted, attached to cen- 
ter mounting brackets singly or in continuous rows. The 2 
lamps give both upward and downward lighting. Provided 
with knockouts for pendant mounting and pull-chain switch. 
Price, about $51 each. 

Delivery: Immediate. 


CS Series 140, 120, and 115 : a 
Sylvania’s 3 fluorescent strip lighting fixtures are utility 


one-lamp units, coming in 3 different lengths, carrying 40, 
20 and 15 watt lamps—and ranging from a little over 112 feet 
to a fraction over 4 feet. 

Each fixture sold complete with one 40, 20, or 15 watt 
Sylvania T-12 white fluorescent lamp. High or low power 
factor ballast. One standard replacement type starter. Finish: 
Reflector and steel end caps in high temperature baked 
enamel. Constructed of 18 and 20 gauge steel. Operating 
voltage, 110-125 volts, 60 cycle, A. C. Over-all length, CS-140, 
4814”; CS-120, 241%”; CS-115, 18%”. Width, 33/16”; height, 
315/16”. These strip fixtures have the feature of being able 
to line up the lampholders with the ends of the housing in 
such a way as to permit not only end-to-end surface mount- 
ing, but mounting in a variety of patterns with fixtures at 
right angles. A 12” knockout is provided at the end of each 
unit, in the top-housing, for wireway in continuous row in- 
stallations. Prices: CS-140, about $16 each; CS-120, about 
$11 each; CS-115, about $8. Models CS-140 and 120 now 


available in shielded type. Designated SCG-140 and 120, 
priced around $21 and $15, respectively. 

Delivery: Immediate. 

Other types of fluorescent lighting fixtures are available. 
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Reproduces letters, forms, drawings . . . 

in brilliant black and white — Because it com- 
bines a special high-contrast emulsion with pure white 
stock .. . Kodagraph Contact Paper reproduces figures, 
lines, type, with amaz- 

ing crispness and legi- 

bility .. . gives splendid 

results with all types of 

originals. 


Comes out flat—stays flat... 
saves time, start to finish 

—Because it doesn’t wrinkle, buckle, 

or curl . . . Kodagraph Contact Paper 
not only saves time for operators, but also 
makes mailing, filing, and reading easy 
and fast. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Kodag raph Contact Paper 


Handles easily—on any type of con- 
tact equipment — Box printer, curved- 
platen device, vacuum-type machine, or 
continuous drum—it makes no difference 
with this new paper. 
Wide latitude, plus speed, 
makes handling easy, 


fine results certain—nega- 
tive or positive. 


See for yourself... Try it on your own 
equipment —Sce how Kodagraph Contact Paper 
helps speed work . . . helps get more out of your photo- 
copying equipment. If you have direct process or blue- 
print equipment . . . be sure to 
find out about Kodagraph 
Autopositive Paper, too. 


Nail Coupon for FREE Cook 


po---—-—-—-—---------- 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a copy of “The 

Big New Plus”—your booklet about 
Kodagraph Contact Paper and the other 
papers in the Kodagraph line. I have ( contact 
OD) direct process 2) blueprint equipment. 


Name 


(please print) 


Department 
Company = —_L 
Street : y= 


= _____ > Kodak _ 
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WITH THE 


YELLOW BOX LINE 


In thousands of busy offices the 
Yellow Box Line of paper fastening 


devices are standard equipment— 


each item is designed for fast easy 


attachment — carefully made, in- 
spected and packed to give a full 


count of usable time-savers. 


You, too, save time . . . buying 
this broad list of items from one 


seurce. One order . . 


- one in- 
voice . . . reduces your handling 


time and costs. 


STANDARDIZE ON THE 
OAKVILLE YELLOW BOX LINE 


_ a Fe i 
ant Pee we | 


OAKVILLE COMPANY DIVISION 
omvsssasaee™” SCOVILL MANUFACTURING COMPANY 


Fy t Waterbury 86, Connecticut 

¥ ij NEW YORK «+ PHILADELPHIA »« BOSTON 

eh. ie CHICAGO « SAN FRANCISCO 
Caine? 
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When It's Time to Go 


(From page 40) 


Should an employee feel that his case was not 
given due consideration, he may present it to 
officials of the company who review and conduct 
an investigation of the facts. If the decision 
rendered is still unsatisfactory, the employee may 
similarly appeal the case to the president for re- 
view and final action. 


% u8 cS 


A. C. Howard, personnel manager, Consolidated 
Freightways, Inc., Portland, Ore., believes that 
many organizations worry more about absentee- 
ism records, placement of poorly qualified em- 
ployees, and so on, than is economically reason- 
able. 

Mr. Howard is of the opinion that there is 
some value in an exit interview through the per- 
sonnel office, but believes that it isn’t often that 
much can be done with termination cases except 
collect “gripes” and offer counsel. 

When a unit supervisor of his company termi- 
nates an employee, the supervisor is usually un- 
willing to re-employ him unless he can arrange 
suitable transfer and can do so gracefully. 

“If turnover reached a point considered alarm- 
ing,” he comments. “I believe we would seriously 
consider a professional morale survey and take 
action according to the results of the survey. 

“It would then be in order for management to 
attempt further education of unit supervisors 
and or inauguration of a policy granting the 
personnel department the right to intervene and 
make suggestions for replacement, with the back- 
ing of line authority.” 

ok ok * 


At Hormel 

All cases of discharge—office and factory—at 
Geo. A. Hormel & Co., Austin, Minn., follow a 
certain general pattern, under the direction of 
J. S. Lund, personnel. 

The first method is a procedure of issuing 
notices of unsatisfactory performance on the job. 
If a person’s work is not felt to be satisfactory, 
it is necessary to issue a notice to that person in 
writing, stating the reasons why the individual 
in question is not felt to be doing satisfactory 
work. These warning notices may also be based 
on absenteeism (unexcused) or on excessive tardi- 
ness. Before a written warning is issued, the 
company holds that the individual should be told 
verbally about his shortcomings several times, if 
possible. If a worker receives three warning 
notices within a six months’ period, he can be 
discharged. 

In case of flagrant violation, insubordination, 
coming to work intoxicated, or some similar gross 
misconduct or violation of conduct, the individual 
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Before transferring 
1948 Files 


Get G/W Safeguard Plan 
For Easier. . Quicker. . 

Filing and Finding! 

e@ When you transfer your 1948 correspondence from 


your active files, you’ll do yourself a favor by starting 
your 1949 files with the ““Safeguard’’ Filing Plan. 


“SAFEGUARD” is a simp'e and easy method of 
filing. With five minutes’ explanation, anyone can 
file and find swiftly and accurately. It eliminates 
“Find-i-tis” (the inability to find what has been 
filed), and makes filing a pleasure, not a task. 


The “Safeguard” Plan is economical, too. Because, 
in addition to the time and money it will save you in 


IN YOUR 


1949 
FILES! 


the operation of your files, it also will enable you 
to expand your files when needed. 


The “Safeguard” Plan comes ready-packaged for 
one to four drawers of letter-size filing. Guides, 
folders, labels, everything—including an easy-to- 
follow instruction sheet. See your local Globe- 
Wernicke dealer for complete information. 


FREE “FIND-I-TIS” BOOKLET 


Fascinating, easy-to-read, yet packed with 
facts that simplify filing. Ask for it at your 
Globe-Wernicke dealer, or 
write to Globe-Wernicke 
Co., Norwood, Cincinnati 
12, Ohio. 

*Inability to find what 
has been filed. 
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Office Equipment Manufacturers 
WHO STAY ON TOP 


If you want a decision, 
speak to the top man! 


In the offices of the nation’s largest in- 
dustrial and commercial firms and pub- 
lic organizations, it’s the top man who 
determines how the office for which he 
is responsible is to be equipped and 


maintained. 


Naturally, he is the man to whom you 
want to talk about your office equip- 
ment products. And, just as naturally, 
you can best talk to him through the 
advertising pages of bis own exclusive 
magazine. 


OFFICE MANAGEMENT AND 
EQUIPMENT is the only magazine 
edited exclusively for the top office 
management men—the treasurers, con- 
trollers, office managers and purchasing 
agents. 


ae 


Write for information on this vol- 
ume market for office equipment. 


OFFICE MANAGEMENT 
and EQUIPMENT 


Speaks to the Top Men Who Decide 
the Purchase of Office Equipment 


260 FIFTH AVE. + NEW YORK 1, N.Y, 


GEYER PUBLICATIONS—Est. 1877—Publishers of GEYER'S TOPICS, OFFICE MANAGEMENT 
AND EQUIPMENT, THE GIFT and ART BUYER, SPORTS AGE and Trade Directories 
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a safe by its surface ; 
It’s the part you can’t see that 
makes a safe good . . . or bad. Do 
you know your safe has the — 
structural strength to ee 
a drop of twenty or thirty feet? It 
might, you know, in an actual fie. | 
Paper starts to char at 350°. 
How do you know that the 
interior of your safe will stay — 

gue gl ,- 


"Shi. 1917, the independent. Underwriters’ Léibenturicn, Inc. ‘Ss 
has been testing safes. To be approved for their “A” label, 
safe must pass their severe ‘4 hour” trial by fire, impact __ 
d explosion. That’s why when you invest in a new Mosler “‘ 
label safe—you’re investing in a lifetime of safety. 


- 320 Fifth Ave., New York 1, N. v 
; Branch offices in 
Washington D.C chicago Pilato, Pabargh 
Factories: Hamilton, O. 
1 Builders of Safes ond Vaults in the World 
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tng strong 
still Going 
at 4:45 p.M. 


WHY? Look at her posture! 


Seated all day on a STURGIS 
POSTURE CHAIR, she escapes “after- 
noon letdown”. A Sturgis encourages 
erect, healthful, fatigue - defeating 
posture. 

If the work turned out by your 
office staff lags late in the day, write 
us for literature on the complete 
Sturgis line. And ask your Sturgis 
dealer for a demonstration. 


POSTURE CHAIR CO. 
Sturgis, Michigan 


can be discharged without previous warnings be- 


ing given. All plant discharge cases, of course, 
at Hormel are heard before a joint union com- 


pany committee. 


* 38 * 


Office and plant discharge policies follow pretty 
much the same procedure at the Automatic Pencil 


Sharpener Co., Rockford, Ill. 


In the case of an inefficient or unsatisfactory 


office employee, it is the company’s policy to give 


him two weeks’ pay and have him leave its employ 
immediately. When. due to circumstances over 
which neither employee nor company have any 
control, it becomes necessary to discharge an em- 
ployee who has been with the company a long 
period of years, the company makes a special 
arrangement with a longer period of dismissal 


_ pay. depending upon the loyalty and value of the 


employee. 

It is this company’s policy toward factory em- 
ployees to discharge without notice any unsatis- 
factory worker, but in the case of older employees, 
the concern follows the same policy as with its 
office employees. 


* 


Plain and Practical 

Although it does not have a well-defined plan 
of dismissing factory and office employees, Reeves 
Pulley Co., Columbus, Ind., has its disciplinary 
discharges handled in a plain and practical man- 
ner by J. J. Sullivan, personnel director, who com- 
bines sound reasoning and frank, straight-from- 
the-shoulder directness in handling discharge 
cases. 

An employee dismissed temporarily or perma- 
nently from a department is told to report to the 
personnel office for an opportunity to state his 
case from his own viewpoint, to learn of what 
action the company will take as to transfer. lay- 
off, or discharge, and to make any further ar- 
rangements about employment. 

All disciplinary reprimands made by super- 
visors are placed on file in the personnel office 
by a written statement made by the superin- 
iendent, foreman. or assistant foreman during 


‘the same day in which the reprimand is given. 
_ All pertinent data is recorded and filed for future 


reference. Dismissal of plant workers is summed 
up in this manner: first violation, written warn- 
ing; second violation, suspension from work for 
one week; third violation, discharge. 


% * uK 


G. W. Breuer, general manager of the Breuer 
Electric Mfg. Co., Chicago, believes that it is 
seldom necessary in a close-knit and small organ- 
ization to discharge people unless they are com- 
pletely incompetent. In his own plant. Mr. Breuer 
comes in daily contact with almost everybody 


‘ working for him and he believes that, to a great 
OFFICE MANAGEMENT AND EQUIPMENT 
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«| | THE ORIGINAL NON-GREASE CARBON PAPER 
neil 
e e 
- Always the Best in All Climates 
rive 
aes Does NOT Dry Out! 
7e —_—_—_————————— 
any 
em- 
ne DEPENDABLE IN OVER SELF-INKING RIBBONS FOR 
cial 1000 COATINGS IN ox, ALL MACHINES AND SYSTEMS 
re Typewriter Carbons and Billing Carbons in =. E Multilith Lithograph 
_ 5, 7, 8, 9, 10, 1 i, 12, 13, 15, 20 lb. weight <! : 7 Addressograph Multigraph 
em- Duplicating Carbons Sales Book Carbon re) i Dupligraph Teletype 
itis- Duplicating Units Stripe Carbon Speedaumat Stamp Ribbons 
ees, plain or printed All sizes 
ite ; " 4 Burroughs Hectograph 
‘ Pencil Carbon Copying Carbon 
Allen Wales Writer 
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olan Pattern Tracing Reverse Stripe and L re Tabulating 
anda Carbon 2-Color Stripe ; E t Dalton Att demeitonn 
lary One Time Carbon Full or Both Sides Sunstrand Typewriters 
1an- Printer's Carbon Coated T All 1.B.M. Machines All Foreign 
— Time Clock Typewriters 
‘om- 
: CARBON ROLLS FOR E 
irge ; 
| Vari-Typer Executive Writing - CARBONS in Black, Blue, Purple, Red, 
pi ieee sisieuiines L Green, Brown, Orange, Yellow 
e 
his Elliott Fisher Tabulating i Over 40,000 Different Varieties of Widths 
AutographicRegisters Teletype N and Color Inkings 
ay- j 
ar- Elliott Addressograph —Tally Rolls Kee Lox Service to the Public in the U. S$. A. 
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ie Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 
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STEEL-FRONT 

Heavy gauge steel drawer front 
looks just like current file. Built for 
rugged service. 


The act of transferring correspondence at a 
fixed time of year doesn’t alter the fact that 


letters must be answered. 


Suppose the date of transfer is January Ist 
That means all letters written December 31st 


are not in the current file. 


But make no mistake—those letters will be 
“required reading” for a long time. File clerks 
will have to get them out and put them back 
and get them out and put them back—plenty! 
That's why you should use Oxford files for 


transferred records. 


You need the convenience, to keep filing costs 


down. You need the ruggedness of Oxford 


Files, to stand up under constant use. 


board front. 


STEEL-CLAD 


The same rugged construction as 
the Steel-Front file, but lower priced 
because of the economy of the 


OFFICE MANAGEMENT AND EQUIPMENT 


And you need the choice of three styles— 
Steel Front for best appearance—Steel Clad 
for lower cost—and the Standard Series all- 


board model, for the utmost economy. 


So now's the time to buy Oxford files. Trans- 


fer time is just around the corner. 


Oxford FILING SUPPLY CO., INC. 


Clinton Road, Garden City, N. Y. 
125 South 8th St., St. Lovis 2, Mo. 


On Sale at All Leading Stationers. 


STANDARD SERIES 


parts to attach. 


The file for exceptional service at 
lowest cost. New design makes for 
fastest assembly—no separate 
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Special Features 
* Built of Heavy-Gauge Metal 
* All-Welded Construction 
* Shelves adjustable on 2” centers 
* Three point locking device 


e COMBINATION e 


* CABINETS « 
| Storage-Wardrobe-Combination 


and 


* COUNTER HIGHS x 


Shipped set- 
up. Modern 
gray or olive 
green baked 
enamel finish. 


(Specify) 


Literature 
and Price 
List 
Available 


cet latices Se aie as Be aap RRA EE AEIS 


e WARDROBE e 


Special Features 
* Chrome plated handles 
* Available in 18” and 24” depths 
* Cabinets—72” high, 35” wide 
* Durable baked enamel finish 


e COUNTER HIGH e 


oe Pom: ee RE PSA, 


STEEL EQUIPMENT 
FOR THE 
OFFICE 
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STEEL EQUIPMENT 
FOR THE 
FACTORY 
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and Floor Protection Equipment 
\ Ease of Movement 
For Quietness 


Surface Protection 
{ 


Wood Steel Tubular Legs Special for GF Chairs 


There's a Bassick Caster for every application in 
offices, schools or institutions. They Il move equip- 
ment easily, surely, gviet/). Bassick rubber cushion 
glides, cups, etc., will give maximum protection to 
floor surfaces. Ask your nearest Bassick dealer. Or 
write to THE BASSICK COMPANY, Bridgeport 2, 
Connecticut. Division of Stewart-Warner Corporation. Cana- 
dian Division: Stewart-Warner-Alemite Corp., Ltd., Belleville, 
Ontario. 


Bassick floor protection equipment for chairs, desks, tables, 
and all school, office and institution equipment. 


“‘Protect your floors 
With noiseless ease 
The Bassick way 

It’s sure to please!” 


Bassick “Diamond Arrow” Casters. 


extent, this close personal contact has given his 
company a better personnel relations rating than 
could ordinarily be expected in a larger concern. 

He also makes it his business to be completely 
familiar with whatever personnel problems may 
arise. 

Each department head at Breuer Electric is 
completely responsible for the final selection or 
discharge of employees within the limits of poli- 
cies set by Mr. Breuer himself and issued by the 
director of personnel. The department heads 
and foremen are individually responsible for their 
own departments and have the authority to dis- 
charge or hire people for their departments as 
approved or disapproved by those who report di- 
rectly to Mr. Breuer. The division heads are re- 
sponsible for work as laid out by their superiors 
and the accomplishment of this work. 

The people operating directly under Mr. Breuer 
must be able at all times to justify the need for 
personnel and must account for the full use and 
discipline of the employees in their depeartments. 
When it is necessary to discharge an employee, 
the department head explains exactly why the in- 
dividual is being discharged and the emplovee 
who is dismissed receives an exit interview with 
the personne] director. 


"To err is human" 

George Matthews, personnel manager of the 
Union Steel Products Co., Albion, Mich... says that 
in the case of discharge of office employees the 
discharges are recommended by the department 
head to the company’s director of industrial rela- 
tions and, when the facts have been verified, the 
director of industrial relations and the depart- 
ment head concur. In some cases, severance pay 
is given to the discharged employee. but this is 
not a rigid policy and it depends pretty much 
upon the circumstances of each individual case, 
Mr. Matthews points out. 

There is no written policy covering all the as- 
pects of separations of either plant or office at 
Union Steel. Except under emergency circum- 
stances, the foreman does not discharge an em- 
ployee, but he does recommend the discharge to 
the superintendent and the personnel manager. 
In most instances, the union and management 
agree, avoiding long drawn-out discussions. Quite 
often both sides decide to give the emplovee an- 
other chance. This “to err is human, to forgive 
divine” policy is working out very satisfactorily 
at Union Steel. 

By following such a principle and procedure, 
Mr. Matthews feels that his company has been 
able to make fairer discharges and has been able 
to defend itself from claims for unemployment 
compensation and the like. 
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At Fairchild Aircraft, Hagerstown, Md., no dis- 
tinction is made in the application of its discharge 
rules between plant and office employees. 

In many companies, the ordinary procedure is 
to give three warnings before a plant or office 
employee is called up for an exit interview. At 
Fairchild, employees get a better break; they are, 
in most instances given as many as five chances 
to correct their ways. 

Samuel A. Angotti, director of industrial rela- 
tions, has large warning charts posted at con- 
spicuous locations in the plant and office and each 
employee is given a copy of this guide. A person- 
nel report is written on each infraction which 
goes on the employee’s record card. The em- 
ployee also receives a copy at the time of the 
action, also indicated on the chart. 

All i.fractions are reviewed and analyzed 
monthly and the results discussed with super- 
vision so that constructive action can be taken. 
Discharge cases at Fairchild are carefully scruti- 
nized by the proper officials of management and 
labor before any action is taken toward dismissing 
plant employees. 


Robert H. Mow, industrial relations director, 
A. B. Chance Co., Centralia, Mo., says his com- 
pany does not observe any rigid procedure in 
dealing with termination cases. 

In discharging office employees. the company 
simply terminates their employment, giving them 
the reason, and setting a date for ending their 
association with the company. 

The personnel department makes an effort to 
contact all employees discharged in an exit inter- 
view, for the purpose of getting the employee's 
side of the trouble. All exit interviews are studied 
and the results analyzed in order to find out cer- 
tain information that might be of value to officials 
of the company. 

Dismissal of plant employees is handled in joint 
sessions between management and labor. 

2K oK 1% 
Two warnings 

The Liquid Carbonic Corp., Chicago. follows a 
pattern in its plant which is more clearly out- 
lined than in its offices, I. T. Nadherny, personnel 
manager, says. 

“Before we discharge an employee.” Mr. Nad- 
herny points out, “whether in plant or office for 
quantity or quality of work. poor attendance, or 
some similar reason, we usually issue two warn- 
ings to the employee. If it is a plant worker, the 
warning is usually issued to both the employee 
and his union representative. 

“If an employee is discharged for insubordina- 
tion, theft, or some similar reason, the discharge 
is made immediately and no notice is given to 
the union other than a copy of the discharge re- 
October, 1948 


port, which is issued to the union in all cases and 
within twenty-four hours. The union, of course, 
has the right to protest any discharge and may 
take it up through the regular grievance proce 
dure as outlined in the labor agreement. If an 
employee has been wrongfully discharged in the 
plant, it would be necessary for this company to 
restore him to his job without loss of pay.” 


by % 3K 


The employee dismissal procedure of the Hy- 
drox Corp., Chicago, is quite simple. L. H. Bar- 
rett, president, says it is the company’s practice 
to have the department head advise the individual 
to be dismissed, with a frank but considerate 
explanation of the necessity for dismissal. 

Payment for services to date is made immedi- 
ately and a “left employee” record is prepared by 
the department head and sent to the payroll clerk 
for attachment to the employment card of the 
individual. This closes the record of the em- 
ployee and automatically transfers it to the ex- 
employee file. 

The “left employee” slip, Mr. Barrett says, 
shows the record of services, the conduct of the 
individual, the reason for dismissal. whether or 
not the person would be re-employved, and includes 
other pertinent employee data and comments. 


ws % * 


Equal treatment 

It is the belief of John Folson, personnel di- 
rector of the Belmont Radio Corp., Chicago, that 
there should be no great difference in the manner 
of handling office as against factory employees. 

While the factory employees have a union to 
protect their interests, the office employees should 
be handled with no less consideration, he ob- 
serves. The modern personnel department should 
be insistent thet the interests of all employees 
be properly protected, he adds. 

The Belmont Radio Corp. has a probationary 
period for new employees during which they are 
given the opportunity to prove themselves. Dur- 
ing this period the company feels free to dis- 
charge the employee if his services do not prove 
satisfactory. 

It is the contention of Mr. Folson that during 
this probationary period all new employees are 
“wards” of the personnel department and that 
it is this department’s responsibility to see that 
they are placed in the right types of jobs, and 
given adequate instruction and proper handling 
by their supervisors. 

As far as the company’s older employees are 
concerned, the concern uses a warning form in 
case of violation of rules, so that if it becomes 
ultimately necessary to discharge the employee 
for misconduct, the company will be in a position 
to defend its action. In cases of discharge for 
absenteeism and tardiness, the rules are so clearly 
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sun 


One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your job. 


O MATTER WHAT your present job 

may be, your chances of getting 
ahead depend on your company’s 
ability to make a fair profit. 


As a production man, you have a 
pretty good idea of how profits are 
earned. You know that without 
modern, high-speed production tools, 
there wouldn’t be any profits —or 
any jobs, for that matter. Your cost- 
per-unit would be so high that you 
couldn’t compete with other manu- 
facturers in your market. 


The same thing applies to the 
manufacture of a sale! Without mech- 


Why you have a big stake 


in your 


company’s advertising 


anization, the cost of ‘‘manufactur- 
ing’’ would be prohibitive. 

That’s where advertising comes 
into the picture. Because advertising 
is simply the assembly-line technique 
in selling. Just consider the five basic 
operations involved — 


i. 
2. 
3. 


4. 
5. 


Seeking out prospects 

Arousing their interest 

Creating a preference for 
your product 

Making a specific proposal 

Closing the order 


Advertising performs the first three 
of these jobs. And it performs them 


far more economically than any other 


means, leaving your salesmen free 
to concentrate on the two that they 
alone can do, and do best. In that 
way, advertising increases your com- 
pany’s chance to earn a profit. And 
that is why you have a big stake in 
its efficient use. 

Where can your company’s ad- 
vertising work at its highest effi- 
ciency? Where but in those business 
papers which are concentrated among 
your company’s best prospects — and 
no one else! 
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is a member of The Associated Business Papers, who have published 
an interesting folder entitled, ‘10 ways to measure advertising 
effectiveness.”” We'll be glad to send you a copy. And if you'd like 
reprints of this advertisement (or the entire series) to pass along to 
others in your organization, just say the word. 
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"Youd Onile Too 
with a Desk Li 


All STEEL AGE desks have adjust- 
able gliders for leveling on uneven 
floors and to adjust height in any 
degree from 29" to 30!5". 


The STEEL AGE Secretarial Desk—~« 


designed for more work and . 


better work 


Never was there a luckier secretary than this young lady—for no secretary 
ever had a finer desk than hers! Everything about the STEEL AGE 
Secretarial Desk spells quality—the smooth, work-saving way the drawers 


m ™ 7 glide open on ball bearing rollers, the extra foot room, the non-glare 
aA Cardial Inetlation Corroleum top and the unmatched beauty of line and sturdiness of 
construction. This precision standard of STEEL AGE construction in 


the Secretarial Desk means added years of perfect service. Buy STEEL 


to pay us a visit at the AGE and you buy the Best in steel office furniture! 


CORRY-JAMESTOWN EXHIBIT 


Section J-22 
NATIONAL OFFICE FURNITURE 


ASSOCIATION SHOW ——,- CORRY—JAMESTOWN | ae 
New York, Oct. 28-29 MANUFACTURING CORPORATION * CORRY, PA. 


= ei 
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A DEPENDABLE 


SOURCE of SUPPLY 
for 

LOOSE LEAF 
BINDERS 
and FORMS 


VISIBLE EQUIPMENT 


A wider and more complete 
range of grades and _ sizes 
than any other manufac- 
turer. Automatic and non- 
shift types and visible stock 
forms for most every con- 
ceivable purpose. 


POST BINDERS 


Our new Dual-Loc Keyless aed 
binder is now a fast-selling 
number. Also available’ are 
other styles with top lock or 
end lock, and with either fabric 
or metal hinges. 


CATALOG BINDERS 


The popular Bar-Loc Binder with 
the “floating back” meets most 
advertising requirements such as 
catalogs, sales manuals and price 
lists. Many additional binders are 
made in styles adaptable to any 
specific need. 


SEND FOR FREE DESCRIPTIVE [22 
LOOSE LEAF LITERATURE 


C. E. SHEPPARD CO. 


cs 


wr 


44-11 Twenty-First Street 
Long Island City 1, N. Y. 
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defined that there is no serious problem in this 
regard. 

In cases of discharge of office employees for 
disorderly conduct. theft, intoxication, and so 
forth, the decision to dismiss such employees is 
carefully weighed by Mr. Folson himself so that 
no injustice is done. 

Shop workers guilty of misconduct in these 
categories are, of course, represented by the chief 
steward. 

* * Be 
At Kraft Foods 

Discharge policies at Kraft Foods Co., Chicago, 
apply equally to plant and office workers, Bryant 
H. Prentice, Jr., general personnel manager, says. 

“With the exception of very serious rule viola- 
tions—such as drunkenness, theft of company 
property. fighting, or insubordination—an em- 
ployee is given a preliminary warning when work 
performance, conduct, or attendance does not 
meet the required standard, and the possibility 
of improvement is discussed. The employee is 
then provided the opportunity to meet the 
standard. 

“When it becomes necessary to dismiss an 
employee, both the immediate supervisor and the 
next higher level of supervision must be in agree- 
ment as to the action being taken. 

“Notice of dismissal is given by the supervisor, 
Then, as part of the termination procedure, the 
personnel department interviews the employee 
to make certain that the employee understands 
the cause of dismissal and to discover any con- 
tributing factors which might be the fault of the 
company. 

“Employees with more than fifteen years’ serv- 
ice may not be discharged before the case is re- 
viewed with the national offices of the company. 

“This policy and procedure is not allowed to 
conflict with any contractual agreement concern- 
ing grievance procedures.” 

cd * * 

In regard to the discharge of office employees 
of the National Pressure Cooker Co., EauClaire, 
Wis., the company’s general policy has been to 
first see that the person is warned by his im- 
mediate supervisor and the personnel department 
that his work is unsatisfactory. 

If he fails to do better work within a reasonable 
length of time, his supervisor then recommends 
him for discharge. Before he leaves the company. 
he signs his separation papers and is given an 
exit interview with the personnel office. 

In the discharge of factory workers, covered 
under its agreement with the union, it is the usual 
procedure for the foreman to recommend dis- 
charge. 

% * * 

Diebold, Inc., Canton, Ohio, takes no formal 

steps in employee discharge cases. The com- 
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owes 1» LykygHile 


For too many years folks in offices 
have put up with the noise of 
banging file drawers. Now, thanks 
to quiet, easy-to-operate Rock-a- 
File, filing has become a truly 
“silent”’ business partner. Rock-a- 
File’s revolutionary side-opening 
compartments “rock”? open and 
shut noiselessly and effortlessly at 
finger touch. 

But quiet operation is only one 
of Rock-a-File’s many exclusive 
features, each one a major advance 


A Nationally Advertised Product 


October, 1948 


in filing ease, efficiency and econ- 
omy. Rock-a-File provides the 
same capacity as ordinary files in 
less than two-thirds the floor space! 
All compartments can be open at 
the same time—can remain open 
if desired. Two or more persons can 
file simultaneously without the 
slightest confusion or delay. 

Write or wire today for complete 
information about Rock-a-File— 
the first basic filing improvement 
in more than 50 years. 
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Specialists to the Stationer since 1903 
35 East Wacker Drive 


Here’s How Rock-a-File 
Solves Filing Problems: 
COMPLETE ACCESSIBILITY — Entire 


persons at once. All compartments 
can remain open. 

TIME SAVING— Open compart- 
ments do not block access to others 
in cabinet. No waiting to get at 
contents. 

LESS TIRING— Perfectly balanced 
compartments open and close effort- 
lessly at finger touch. Fewer open- 
ings and closings. 

TOPPLE PROOF—Open compart- 
ments project only slightly — gravity 
center always within framework. 
ECONOMICAL 
—Supplies last 
longer. Folders 
slide in and out 
sideways. No 
more mutilated 
tabs, guides. 


— 
*Reg. U.S. Pat. Off. Patented i < iets aos 


ROCKWELL-BARNES COMPANY 


Chicago 1, Ill. 


contents accessible to two or more “ 
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STOP 


that paper waste! 


There’s no need to waste good paper by 
trying to space letters neatly the “trial and 
error” way! Just supply your secretaries 
with Webster’s Micrometric—the carbon 
paper with the numbered scale. It will show 
them proper spacing at a glance. They'll 
type even, neat pages on the first try. 


Yet Micrometric costs no more than any 
other quality carbon paper. 


There’s no need to wait for delivery 
of Micrometric — or any other W/ebster 


product. There are Webster factory ware- 
houses in key cities from coast to coast,and 
over 1500 Webster dealers to serve you. 
That’s a good thing to remember the next 
time you want carbon papers and type- 
writer ribbons; duplicating carbon papers 
and accessories; carbon paper ribbons for 
photo-offset work; ribbons and carbons for 
Elliott-Fisher, Addressing, Adding and 
International Business Machines. Ask your 
dealer, or write to F.S. Webster Company, 
9 Amherst Street, Cambridge 42, Mass. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


Warehouses in: New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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LETTERING 
GUIDES 
So easy to use 
—dress up 
duplicator 
work. Many 
siesand 
styles. 


* 


CLEAROSCOPE 
Facilitates skillful 
with reflected 
light. Takes all 
stendard stencils — 
edjusts to any 
—portable. 


PRINT YOUR OWN! 
Lettergraph Post Card 
Printer prodeces ads 

notices, etc., quickly— 


easily. Duplicates writi 
Pag ond drawing Coogan 


IN STENCIL DUPLICATING =, 


eee he 

_ 37 improve the work of 

delcator “fr bath tomatic ad 
colors. - Black and 7 brilliant 


four types to 


everything!  zet 


the money ig 


able LETTERGRAPH | - 
CORRECTION FLU 


LETTERGRAPH—most for in Rotary Duplicators. 


Low priced and easy to carry—Port 
Lettergraph POST CARD PRINTER—compact and easy to use. Fr 
leat . : _ : : ; __ For perfect stenci 
The portable CLEAROSC OPE—adjustabie light source tor accurate tracing. corrections — quick 
ality Stencils—best results on all machines . drying—take only 
. _ @ moment with 
a” 


inking. brush applicator d 


ao 4a ™,. 


4 types of Qu 
Quality Inks—black and 7 col 


for automatic and hand 


ors 


Nineteen Different Styli 


Precision Lettering Guides 
Transparent Shading Plates Canton Flannel Ink Pads 
Photo Stencil Inserts Cartoon and Idea Books 
Patching Cement Stencil Writing Plates 
ink Brushes Silk Sheets 
Tinsel Static Eliminator Cellophane 
Powdered Soapstone Stencil File Wrappers 
Cylinder Protective Covers Plastic Typecleaner 

Type Cleaning Brushes 

Cushion Sheets 


Carbon & Fiber 


Impression Rollers 

Plastic Typewriter 
Correction Fluids 

Yes, HEYER_has everything for Duplicating! In addi- 

tion to stencil system supplies listed above, the name 

HEYER stands for higher quality in gelatin duplicators 

and supplies as well as a complete line of supplies for 

spirit duplicating. 

Just say HEYER .- - and you'll Get The BEST 

in supplies for— 


Ribbons 


LETTERGRAPH SPEED-O-PRINT MARR 
MIMEOGRAPH AND ALL OTHERS 


NIAGARA 
848 S. Kostner Ave. 


THE HEYER CORPORATION  “cricose 23. ines 


LETTERGRAPH Model 26 
2“ 
i ; apie desired quantity of clear, sh 
at speeds of 100 or more per minuto. 


Offers every essentiol feature . . . sterdily 


ya! 
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WITH JAC-A-DESK 


Whenever your typist complains that 
her machine just isn't right. that’s the 
time to get a JAC-A-DESK. Slip it 
under the typewriter platform and 
skipping, piling, poor touch and slug- 
gish action are all usually corrected. 


Easily 
Installed 


Stores 


ie 
3 


Conveniently 


JAC-A-DESK is the answer to a real 
need and should be used on every 
pedestal type desk to remedy plat- 
form sag. Vibration is really stopped! 
Touch and action improved! Unnee- 
essary wear of typewriter and desk 
stopped! Skipping and piling due to 
backlash of carriage caused by a 
shaky foundation is really ended. 


Order a JAC-A-DESK for every 
typewriter today. 


RETAIL PRICE $3.75 Each 
LIBERAL DEALER DISCOUNT 
e for one dozen lots, F.O.B. Los Angeles 


MANUFACTURING CO. 


1259 SOUTH LABREA AVENUE + LOS ANGELES 35, CALIFORNIA 
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pany’s foreman, office department heads, or any 
of its supervisory personnel, who have the au- 
thority to hire and fire the persons under their 
direction, have full and complete authority to 
discharge employees working for them, when they 
have good cause to do so. 

Of course, Virgil E. Smith, personnel director, 
reminds us, such discharged employees may pro- 
test such discharges, if they feel they are justi- 
fied in doing so, to the industrial relations depart- 
ment, and in such cases a detailed investigation 
is made to determine whether or not there were 
reasons to justify discharge. 

If there is some doubt about the validity of the 
cause for discharge, the differences may be ironed 
out or perhaps a transfer made to another de- 
partment. If the investigation discloses that the 
reasons for discharge are well founded, the find- 
ings are carefully explained to the discharged 
employee so that he has a complete and thorough 
understanding of just why he is being released. 
As one can see, this procedure is really quite sim- 
ple and does not involve a lot of time and red tape. 

oe * oo 
Policy at Tube Turns, Inc. 

“In the event of discharge of an hourly worker 
from the plant.” says S. Hughes Chambers, per- 
sonnel manager of Tube Turns, Inc., Louisville 
Ky., ‘““we always endeavor to obtain an exit inter- 
view through the plant employment manager, 
wherein we try to arrive at the actual cause of 
discharge from the employee’s point of view. All 
of our foremen in the plant have the privilege 
of actually discharging a man in their own de- 
partment providing they consult with the per- 
sonnel department first, and the employment 
manager is familiar with the reason for discharge. 

“We also try to have an exit interview with 
those employees who are quitting, but in a great 
many instances this is impossible, as the employee 
simply separates himself from the payroll by 
failure to report for work, or by failure to notify 
us of his intentions. In the latter case, should 
the employee be away from his work and not 
report for the duration of one pay period (one 
week), he is automatically removed from the pay- 
roll at the end of that week. 

“With reference to salaried employees, we have 
an entirely different situation, inasmuch as our 
general offices, laboratories, and plant offices are 
all situated in different locations. In the event 
that a general office employee is removed from 
the payroll by discharge, the employee’s last check 
is delivered to the personnel department and the 
employee is instructed to obtain his check from 
the personnel manager. If the employee for any 
reason does not choose to claim his check person- 
ally, this check is held for a period of three work- 
ing days and then is returned to the payroll de- 
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* * 


National ()ffice \fanagement \ssociation 


30th ANNUAL INTERNATIONAL 
CONFERENCE 


* 


ANNUAL OFFICE EQUIPMENT EXPOSITION 
CONVENTION HALL 
Philadelphia, May 23, 24, 25, 1949 


* 


For information write 


A. C. SPANGLER, National Office Management Association 
12 E. Chelten Avenue Philadelphia 44 


Order the popular Weldon Roberts 
Eraser No. 1010 HEXO Cleaner NOW, 
to supply the demand! 


WELDON ROBERTS RUBBER COMPANY 


=: Newark 7, New Jersey 
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NEW DACO | 
SAMPLE BOOK | #) iy 


Proves Money Maker | 


oo 


Helps Purchasing Agents in Ordering 7 
ey: . —_ . ~ 
Filing Supplies, Cards and Forms. Free ra % 
-/ 
. XX x | 
Upon Written Request to Daco. \y my 
© J 
ym | 
: i 
v 
t Y 
‘ye 
A valuable purchasing and sales guide, the new AY . 
DACO SAMPLE BOOK contains over fifty actual y a 
size specimens of stock Daco cards and forms in i F 
standard commercial sizes, weights, colors and _ rul- » Pm ». 
ened wena =2-Bs 
ings with typical tabs and punchings. Precision 2 < 
card forms made expressly by Daco for use in R E 
National Cash Register, Burroughs and other auto- ¥ 4_ 
matic bookkeeping machines are also included. The i 
Daco Card & Index Sample Book is believed to be x 
the first and most elaborate issue by any firm since i 2 
7 # 
= 2. 


: 
pre-war days. 
It will prove most helpful to purchasing agents 
j — 
é y- 
‘ > ene 


in buying cards, forms and filing supplies. 


i 
: 


. “These forms were prepared and correlated to 
give the progressive purchaser regardless of size, a 
, chance to get his share of this business,” stated 
a. ; Edward S. Churnick, president of Daco. 
rs INCREASE YOUR OFFICE 
at Our expanded production facilities, new equip- EFFICIENCY BY USING 
i? . ment and increased paper supplies, make it pos- NATIONAL 
ee sible for us to assure the purchaser of prompt 
He . delivery service. . 
oe. NATIONAL GIVES REAL 
<0) ee : a0 ’ SERVICE AND 
Purchasing Agents desiring the Daco Sample COOPERATION 
Book, may get their copy by writing Daco. Be | | 
sure to get your free copy. We shall be pleased to 
| quote you 


NATIONAL PENCIL COMPANY | 


Mm | DACO CARD & INDEX CO. 


301 CONGRESS STREET 
BOSTON, MASS. 
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STEEL TRANSFER 
CASES... 


...Can be “Stacked” 
and used as a file 


Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASAFILE. In- 
terlocking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 


Constructed of heavy 
gauge steel to stand up 
for years. High gloss 
olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size ........ 12\/e x 10% x 24 | With or without rollers 
No, 6 Legal Size ........ 15 x 10% x 24 | With or without rollers 
No. I! Voucher Size...... 8/2 x 53% x 24 3 On Guides Only 
No. 12 Invoice Size ...... 10 x 8 x24 3 On Guides Only 
No. 14 Check Size ....... 9 x“ 3% x 24 3 On Guides Only 


No. 5B Letter Base 
No. 6B Legal Base 


Write for Literature 
on other sizes 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 
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KIL-KLATTER’S soft voice increases office 
efficiency; enables everyone in the office to 
get more work finished with less wear on 
the nerves. Made of resilient OZITE all hair 
felt, KIL-KLATTER absorbs sound and shock. 
Dent-proof top, skid-proof bottom. Fits all 
typewriters and many other office 
machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Illinois 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 
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LITTLE GIANTS 
OF EFFICIENCY 


Your office supply dealer 
has a complete stock of 
GRAFFCO Signals and 
Maptacks—to help make 
your record and control 
systems more efficient. 


GEORGE B. GRAFF CO. 


54 Washburn Avenue 
Cambridge 40, Mass. 
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partment, where it is mailed directly to the em- 
ployee by registered letter. If, on the other hand, 
he does claim his check personally, an exit inter- 
view is conducted wherein all of the factors con- 
cerning the discharge are developed to the 
greatest extent possible. The same procedure is 
used with those who quit, and there we are a little 
more insistent that an exit interview be ecar- 
ried out.” 


* 


Parallel basis 

A. J. Westmass. manager, industrial relations, 
Sturtevant Division, Westinghouse Electric Corp., 
Hyde Park, Boston, says that his company at- 
tempts to handle its office employees and those in 
its shop organization on as nearly parallel a basis 
as possible. 

“We have had several discharge cases in the 
office in the last year, and all of them were of such 
a nature that they were obviously justified,” says 
Mr. Westmass. “Our difficulties develop on those 
cases not justifying immediate discharge for ob- 
vious reasons, but where it is important that the 
employee be removed for the good of the organ- 
ization, because of absenteeism, inattention to 
work, errors in handling work, or inability to 
satisfactorily carry out the responsibility which 
has been assigned. In these cases, it has been 
the practice to separate the employee with an 
additional week’s pay. by way of formal notice, 
even though the employee had been instructed 
not to work during that week. 

“If the employee had one year of service, he 
was also paid for two weeks’ vacation for the 
current year, if he had not previously received it, 
and in this way we have attempted to keep to a 
minimum the criticisms of disgruntled employees 
in the local area, which would, of course, unfav- 
orably affect our local reputation. In several 
cases, we offered the employee another assign- 
ment at a lower rate range, which we felt he 
could handle, if he wished to remain as an em- 
ployee.” 

As can be seen from the policies and procedures 
of the exit policies of the companies discussed 
here it is evident that no hard and fast rule or 
pattern can be set or followed in discharging 
employees, because individual circumstances usu- 
ally alter conditions to such an extent that two 
cases are seldom or ever alike. Hence, the cases 
must be treated on a fairly personalized basis. 

However, one must not lose sight of the fact 
that discharge without sufficient advance notice 
can create unnecessary hardship for the indi- 
vidual being let go. Cutting off a person from 
his source of income, without sufficient warning, 
can bring suffering, heartaches, fear, and dis- 
couragement to the worker and his family. 
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Get WRITE on the Job! 


A good-looking letter makes a good 
impression ... your letter to a prospec- 
tive customer will make the right im- 
pression—if it's a WRITE letter! 


WRITE Typewriter Ribbons produce 
clear, crisp, uniformly sharp letters every 
time. WRITE Carbon Papers give you 
more copies and cleaner carbons from 
every original, and they're easy to han- 


dle. 


WRITE high-quality products are qguar- 
anteed for long wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
WRITE Typewriter Ribbons and Carbon 


Paper. 
Ask your dealer, or write us today 
for FREE samples and attractive 


prices. 


Immediate Deliveries 


1: arco decals iha 


sei a a st i ie Salas 8 Pte 


WRITE « 


INCORPORATED 


420 Lexington Ave., 
New York 17, N. Y. 


__. _ FACTORY: Bridgeport, Conn. 7 j 
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with the 


MULTIPOST* STAMP AFFIXER 


HIS handy, compact machine is fast—will 

affix as many as 150 stamps a minute! Thus, it 
greatly speeds the preparation of outgoing mail, 
cuts mailing costs, eliminates postage waste and 
keeps mailings neat, clean and business-like in 
appearance, 

Multipost has a special lock-out device that pre- 
vents its use by any except authorized persons. An 
automatic counter keeps track of postage used. And 
its positive adhesion principle makes stamps stick. 
Accepts a full coil of 500 stamps and can be used to 
affix stamp-size labels or stickers. For getting the 
mail out on schedule, use the Multipost. Call your 
Commercial Controls specialist or write direct to us. 
~ SYSTEMS AND EQUIPMENT 
Te og TO MEET EVERY MAILROOM NEED 

Commercial Controls offers you com- 

plete mailroom seryice—expert plan- 

ning, systems and equipment to fit 
your particular requirements. For full 
information, send for folder on our 


complete line of Mailroom Equipment. 
Write Department OM-1L08. 


*Reg. U.S. Pat. Of. 
Metered Mail Systems ... Letter and Parcel Post Scales... Letter Openers 
Envelope Sealers . . . Multipost Stamp Affixers . . . Mailroom Equipment 
Endorsographs . . . Ticketograph Systems 


Sales and Service Offices 
in Principal Cities 


*® 
ioe waa Sy 2%) 
CORPORATION (jee De 


Rochester 2, New York 


Commercial Controls Canada Ltd., Toronto 1, Ontario 
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> ADDRESSING 
i LABELING 
“COsTS 


oa 


“SMOOTHER 
“WRITING 


4 Wrretto = 


a. 


SYSTEM! 


e 
ee 
eA ee 
ra i 0 Picture the savings in time and money if 
an MICROFINE LEAD | you have ready-addressed labels on hand at 
. k } } } | all times! A single master copy of your mail- 
makes these the smoothest = ing list can reproduce 18,000 labels with this 
writing pencils, easiest on the Duplisticker system! 
fingers, uniform forever and | 
‘ ; TYPE: 
amazingly economical. 1} 5) ee 


—— 
a 


sheets to fit every type- 
writer—33 or 42 labels 


Ready-sharpened, in 5 popu- 


oy Pe, > 
ae QAR Duplistickers come in 
ae = gummed, perforated 


<s 
Pd 
© y 
; * Z 
CZ. 


a Jar grades . . . a marvel of « per sheet. Just place 
Pr ites 3 ; the Duplisticker sheet 
2 writing efficiency, preferred cites ae eco daw 2 
by business and scholastic guide to the perfora- 
‘. tions—then type. 
folk . . . because they con- ; 

sistently give more for the DUPLICATE: 
Transfer the master 
money! MORE, that is. . . copy to your duplicat- 
ing machine—liquid or 
gelatin type. Feed Du- 
Also try the famous \ plisticker sheets to ma- 
\ chine in usual manner, 


Duplistickers register 
with master copy. 


: | 
Orneno Wh / 


Indelible Water Color Pencils |) | 
Indelible Copying Pencils ' 
Drawing Pencils 


SEAL: 

You can address and 
seal self-mailers in 
one operation. Dupli- 


. stickers are perfect for 
pamphlet mailings, 
ad dies newspapers, samples, 
regular envelopes and 
over-sized postcards 
Hexagon .. . Green with striped H and envelopes. 
edges characteristic of OTHELLO . . .\\* 89 25 sheets; 8Y” x 14”; 1,050 labels........ seseee TSC 


24-42 500 sheets; 84.” x 14”; 21,000 labels... ssasdpasbasccos ae 
2 pkgs. $9.25; 5 pkgs. $8.00 

25-33 500 sheets; 8%.” x 11”; 16,500 labels... .......6 cee $8 
2 pkgs. $7.50; 5 pkgs. $6.50 


I. ey cases rto. 


“é 4 . 0 0 “THE NAME TO STICK WITH" 


At Your Local Stationer 


EUREKA SPECIALTY PRINTING CO. Scranton, Pa. 
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MODEL 37 
MODEL 95 Leader in lever 
Outstanding —_ in MODEL 35 action machines. MODEL 53 
multiple move- Most popular in The superior datet 
ment machines. combined num- die pate. 


bering and dat- 
ing machines, 


Roberts “BIX SIX” will answer prac- 
tically all of the numbering problems 

with which you are confronted. Now 
RR rornest in, the available for prompt delivery. 


: — ROBERTS. ror numecrinc a 
ROBERTS NUMBERING MACHINE CO. tt 


of all standard 


701 JAMAICA AVENUE BROOKLYN 8, N. Y. numbering ma 


‘ol et’s ef Together ° 


When You Are In Chicago 


There will be a big welcome awaiting 
you at the TAYLOR permanent exhibit 


..@n opportunity to see a display of all 
the new TAYLOR CHAIR styles in a com- 
plete line. 


Style No. 48144 


“<%= “Remember when in Chicago visit the 
TheTaylor Chair sir Company TAYLOR Permanent Chair Exhibit. : Room 


949, Chicago Furniture Mart. 
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+. the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office forcee—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con. 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


1108 Sengbusch Building Milwaukee 3, Wisconsin 


A Come 


Plastic bases in 
) black, copper, 
er gun metal. 
Deluxe wainut 
bases, trimmed 
in gold or silver, 
with copper ar 
gunmetal HP-6 

sets. A 


+ 
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Rejuvenation 
(From page 61) 


tained in a generally colorful, spic and span con- 
dition. 

The item of floors alone will contribute greatly 
to a general appearance of modernity, brightness, 
and cleanliness because this is the first thing 
noticed by a visitor. Floors have been given al- 
most as much attention by architects and de- 
signers as any other single item entering into the 
plans of the new commercial buildings which are 
being erected. 

A shabby floor lends an atmosphere of shabbi- 
ness to all the rest of the interior. no matter how 
much paint and other decorative ideas are used. 
Furthermore, office managers find that a colorful, 
resilient, quiet floor adds considerably to the effi- 
ciency and morale of employees. 

“Rough floor surfaces are difficult to maintain 
and keep clean and thus are not desirable for gen- 
eral indoor use,” says the National Bureau of 
Standards. “Hence, smooth-surfaced materials 
are extensively used as floor coverings.” 


Flooring types 

Such flooring includes asphalt tile, rubber tile, 
cork tile, and linoleum. The tile-types are pop- 
ular because they are easy to lay, and, in case of 
damage. replacement is not expensive. 

To achieve modern effects in floors and at the 
same time obtain durability and low maintenance 
cost, asphalt tile is being widely used in both old 
and new buildings. It is easy and inexpensive 
to lay and decorative and design possibilities are 
almost unlimited since the material is manufac- 
tured in varied color combinations and effects, 
both plain and marbleized. Colors cannot fade, 
bleach, or wear off because they go clear through 
the tile from top to bottom. If damaged, only a 
few tiles need be replaced, instead of a large area. 

Wearing qualities of the material are indicated 
in a laboratory examination made of a section of 
asphalt tile flooring which had been walked on 
by more than 20,000,000 persons in one of the 
New York World’s Fair buildings over a period 
of two years. Scientists were unable to discover 
any loss in thickness of the material by any 
known means of calibration. 


NOMA Publishes Conference Proceedings 

The National Office Management Association announces 
that it has mailed its annual Proceedings, containing the 
speeches delivered at the Association’s 29th International 
Conference at St. Louis in May, to its members. It has also 
prepared individually bound copies of all talks appearing in 
the Proceedings. 

Non-members may obtain both the Proceedings and the 
tound copies of the individual talks through Association 
Headquarters at 12 East Chelten Ave., Philadelphia 44. The 
complete Proceedings is priced at $5, the individual talks at 
50 or 75 cents each. 
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Faries Lamps are designed for beauty and maximum lighting 
efficiency, reducing eyestrain, workerfatigue and costs. 
There’s a Faries model for all purposes . . . from the “top 
level” executive’s desk to the stenographers, drafting room 
and factory. When you need better lighting, ask for Faries. 


i oseenennieniinnesmbemaiiiadll | 
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20250 
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Sold by leading electrical dealers, stationers, department and furniture stores. 
Waite for Catalog No. 48, describing more than 60 Faries Lamps and their uses. 


FARIES MANUFACTURING COMPANY « Decatur, Illinois 


Pioneers in Lighting Equipment... Since 1880 


SECOND SHELF cite 
SPACING ity 


f / ; 
abinel 
Two seconds—that's all you need to change shelf spacing in the - 


Flexishelf Cabinet. And when more capacity is needed, simply 
set up additional Flexishelf units alongside one another. 


Pees 


Banks, insurance companies, government offices, manufacturing 
companies and many other business concerns find Flexishelf 
Cabinets especially adaptable for: 


MAIL—Sorting, zoning, classifying. 
COLLATING—Forms, stuffers, enclosures. 


FOR OFFICE AND STUDIO—Copy and artwork, business forms, 
stationery, legal forms, stencils, offset plates, engravings. 


VALLE MINDED OFFICE EQUIPMENT BUYERS will like these Flexishelf 


feature-— 


@ Lnit Construction—cabinets can be set up as single units, or combined 
into multi-unit sections 


® Adjustable Shelves—guide slots are spaced 1” apart to take up to 24 
shelves per unit—spacing can be varied to suit needs 


@ All-steel, Welded Constructionmtfor long, trouble-free service 
All Purpose Metal Equipment Corp. 
x. 250 Mill Street, Rochester 4, N. Y. 


E 3 Ask for 


eS oc All Purpose 
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When the rain p-0-u-r-s, 
Mister... f 
after you had }/ 
wisely stated -7~ oe ra 
that “it 
will not 
rain 
tonight!” 


Sorry, sir, 
but 

she’s 
Your 


Worry! 
But . 


OVERLOADS 


in TABULATING 
in TRANSCRIBING 


... those are 


Our Worries! 


Mister Office Manager. . . do you 
need an inventory that’s up-to-date, and 
kept up-to-date? Do you have a question- 
naire so voluminous you can’t find time 
to sift its priceless control facts, opin- 
ions? Do you, at intervals, have a 
voluminous amount of /yping to do? 
Do you need today’s sales slips analyzed, 
recorded today? Do you have a re- 
search that is growing stale? 

Those (and their like) are OVER- 
loads, headaches, absolutely necessary, 
costly; disrupt routine, office procedure, 
pile it up in piles; cause turmoil, waste 
time, waste money, but you could..... 


“Aon unman 


The nation's foremost office overload service 
WORKMAN SERVICE, INC. 
109 N. Wabash Ave., Chicago 2, Ill. 
Other office locations: 


New York City © Los Angeles 
Minneapolis * Seattle 


Genera 


- 67-73 FLEET STREET 


General’s Carbo-W eld 
SEMI-HEX 


The quality Pencil for 
efficient office work 


General’s exclusive “Carbo-Weld” 
process assures each user of Semi- 
Hex many advantages not usually 
found in most office pencils. For 
example: less sharpenings because 
of less breakage . .. greater re- 
sistance to wear ... more efficient 
performance, every time. 


These are some of the reasons why 
you, too, will find the Semi-Hex a 
real economy office pencil . . . why 
you will find it profitable to spe- 
cify “Semi-Hex” when ordering 
from your dealer. 


5 DEGREES 
1-2-22/4-3-4 


| Pencil Company 


JERSEY CITY 6, NJ. 


TRADE 


OFFICE MANAGEMENT AND EQUIPMENT 
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LETTERING GUIDES 


Only C-Thru modern engineering meee 

methods turned the trick. So simple $900 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 6 Guides 


alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4", 5/16", 3/8", 1/2 


on working surfaces eliminate 
! m | 2 i ote ‘ 


Rhus A complete line of other quality 


drawing, ruling and computing devices. 


SEND FOR FREE CATALOG 
RULERS + TRIANGLES + WATIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


C-THINW Zz 


BARTF ORD, cONRN. 
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o UY WHERE YOU SEE 


ATTRACTIVELY PACKAGED 


Wabash Supplios 


WHEN YOU SEE the gray Wabash 
boxes with the blue and white labels on 
your dealer’s shelves and counter you 
know he sells top quality merchandise. 
Fine products deserve beautiful packaging 
. « » but Wabash packaging is more than 
that. Unique packaging ideas such as the 
Dispenser Box for file cards make the use 
of cards more efficient in your office and 
save waste. There is no spoilage. One 
Drawer File Outfits, Follow-up Sets, Roll 
Labels and Desk File sets come packaged 
as units for easy purchase and to prevent 
confusion in stock. Guides, folders and in- 
dexes should be carried regularly as a part 
of your own stationery stock. Ask your 
Wabash Dealer about it. 


ING. SUPPLIES, 


(East Water St., WABASH, INDIANA 
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ALY Made of sturdier plastic. Bevel 
1 4 7 
S 8” size of sturdy, clear non- | 
; inflammable plastic. No pro- 
: truding rivets or sharp points. | 
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Finding the right 

words isn’t quite as easy as the 
lady- with-the-notebook says — but 
finding the simple four-point for- 
mula for Money-Making Mail, as re- 
vealed in these free booklets, may 
add tremendous power to your busi- 
ness correspondence, 


Since 1883, fine paper ‘by Fox River” 
has played a vital role in millions of 
business communications. Through 
our newly established Better Letters 
Division, we broaden our service to 
the American business man—whose 
daily bill for letters is 

over $5,000,000! 


Dr. Robert 


R. Aurner Pree zB. bl te 


How to Put SOCK in 
Your First Sentence and 
the story of MONEY- 

| MAKING MAIL... 
. || both authored by Dr. 
= || Aurner, for 18 years 
: | ranking professor of 


, | business administration 
i }| at the University of Wis- 
consin and now director 
: of our Better Letters Di- 

vision. Write today. Please use your business 
letterhead. Fox River Paper CORPORATION 
1815 Appleton St., Appleton, Wis. 


re. 


Modern Plant Office 
(From page 46) 


Decorative travertine stone was used to sur- 
face walls of the entrance lobby, which has ter- 
razzo flooring for heavy usage. A decorative 
touch are the all-glass double doors at the main 
entrance. The entire lobby is impressive and 
comfortable for visitors. 

Concrete slab is the basic roof material, topped 
with two inches of insulation which in turn is 
covered with roofing material and gravel. This 
is flooded with about two inches of water, further 
insulating the building during warm weather 
through deflection of the sun’s rays. 

Intercommunication facilities are _ installed 
throughout, while a public address system has 
speaker units in all areas. Pneumatic tube con- 
nections from offices to the adjacent plant run 
through an underground tunnel. A dumbwaiter 
installation connects the three office building 
floors, relieving personnel of heavy or awkward 
carrying on stairways. 

Each floor has its own file storage vaults as 
well as a general filing department. Roomy, well- 
appointed lounges and lavatories are readily 
available to all working areas, another practical 
feature. Wide stairways connect all floors both 
at the center-front of the building and at one 
rear corner. All floors have sprinkler fire- 
protection. 


Food facilities 

An important consideration in the planning 
of this office structure was provision for a kitchen 
and a cafeteria in the basement. The dining-room, 
with its individual chairs and four-place tables, 
comfortably seats about sixty persons. 

Kitchen facilities and the serving counters are 
of stainless steel, sanitary and easily maintained. 
An electric range is provided for meal prepara- 
tions, and clean-up operations following lunch are 
eased with an automatic dishwasher. 

As nearly as possible, floor layouts were plan- 
ned to reduced steps in passage from one depart- 
ment or office to a related working area. For 
instance, on the third floor fifteen private offices 
line the building walls, except at the rear eleva- 
tion. Centrally located are a large stenographic 
area and a conference room. A smaller confer- 
ence room, women’s and men’s lounges and lava- 
tories, and a vault line the rear elevation. 

The second floor (so designated, but actually 
the ground or first floor) places accounting and 
engineering departments in large areas toward 
the front of the building. Just inside the en- 
trance, to the right, is the purchasing office, handy 
to visitors. At the rear of this floor are five pri- 
vate offices, lavatories, and a vault. 

(Turn to page 100) 
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YOU INCREASED 
SERVICE AND VALUE 


TYPEWRITER CARBON BILLING CARBONS ~ sis 
- FAN-FOLD CARBON PENCIL CARBONS = 
CARBON JACKETS REGISTER ROLLS — 


t 7 e 
# ; : 
i, 


TYPEWRITER RIBBONS TABULATING RIBBONS - 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS —_ 
HECTOGRAPH RIBBONS’ DUPLICATING FLUID — 
¥_ Pit CREAM CORRECTION — 


~MEG. CORP. 
401 Wood St. 270 Latayette St. 


Pittsburgh 22, Pa. New Y« 12,N. Y. 
Factory: Coraopolis, Pa. 


529 So. Franklin St. 


Chicago 7, III. 


October, 1948 


Hous good cana 
penerl get < 


asks MrT. 


As acod. asa. DIXON 
TICON DEROGA. . and 
that's really top- 
natch! Fromits rich, 
lona-lasting leads to 
the ro 
locked inthe famous 
greénand yellow 
Plastip, TICONDEROGA 
behaves like an 
angel. 

Smooth f0sy writing 
and good, clean 
grasing, .. fine 
ie references 
for 


DIXON 


, 
ALONMLAOGO. 
THE FAMOUS PENCIL WITH 
GREEN AND YELLOW PLASTIP 


Jos00h Dixon Crucible Co., Dept. 87-310. Jersey City 3, N. J. 
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accuaare PARTS BES © 


cutyeiand OF 
nan w wenest® 


POSTAL SCALE Patented cantilever spring action 


for accuracy. Adjustable. All-metal. Dealer item. 
Retail $1.50. Standard discounts. Green, red, or ivory. 


Order from your jobber—if he cannot 
supply, write factory. 
s48e-3 


ACCURATE PARTS MFG. CO. 
12437 Euclid Avenue o Cleveland 6, Ohio 


| 


AUTOCOPY RIBBONS 
MAKE BETTER MASTER SHEETS 


Made of the finest cloth and scientifically inked to make 
clean, sharp master sheets, AUTOCOPY ribbons are 
known for their high quality. 

AUTOCOPY ribbons are made in Semi and Full Ink- 
ings, and are available in purple and purple and red. 
Copying and in combination with Record Inking for spe- 
cial purposes. 

AUTOCOPY ribbons are made for all makes of type: 
writers. Ribbons for adding and bookkeeping machines 


are special. 
AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th St. 
Chicago 10, IHinois New York 11, New York 


(From page 98) 

Briefly, then, here are complete floor inclu- 
| sions: 
| First floor or basement—a large general and 
advertising office, a minor private office, file room, 
vault, kitchen and cafeteria, telephone equipment 
room, storage, fan room and housing for air- 
conditioning and modifying equipment (which, 
incidentally, includes an auxiliary gas-fired boiler, 
an emergency factor should the plant’s exhaust 
| steam heating fail), and lavatories. 

Second floor—reception lobby, with a guard 
office and telephone operator’s quarters, the pur- 
chasing, accounting and engineering departments, 
/ a vault, five private offices, and lavatories. 

Third floor—fifteen private offices, a large open 
stenographic area, large and small conference 
rooms, a vault, lounges and lavatories, and a small 
private lavatory between two of the private offices. 
| Rounding out this investment in better working 

surroundings and higher morale for office per- 
sonnel, was the addition of many of the newest 
office appliances and a variety of furnishings to 
those already on hand from the old office. 

Preceding its occupation, the new building was 
given an “open house” premiere. Thousands of 
persons living in Erie and the surrounding area 
were conducted through the entire structure, and 
considerable good-will and favorable publicity 
were gained. 

Design and supervision of this building’s con- 
struction was the work of David Goldberg, archi- 
tect, and Hugh Nelson, local registered engineer, 
and their staffs. The Royal E. Smith office out- 
fitting firm, furnished the office equipment. 


It Can't Happen? 


(From page 44) 

Not in your office? Do you occasionally throw 
the spotlight on any one procedure in your rou- 
tine? 

How do you handle petty cash in your organ- 
ization? 

Do the shipping clerks and receiving clerks 
come to the office to complete and sign a form 
each time they need a few cents? Or do you 
operate on the basis of the law of averages and 
let each clerk have a petty cash fund of his own 
from which he can draw, giving an accounting 
once a week? Not every employee is dishonest. 
How much can you lose? 

Do you pay the insurance charges on parcel 
post shipments, either into or out of your place? 
What are the losses in a year? How much do you 
pay to cover that risk? There are so many com- 
panies paying the high cost of a Pinkerton de- 
tective to guard a milk bottle! 

It can’t happen in your office? 
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Stop kidding yourself. It is happening! 
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NU-ART COLORED MIMEOGRAPH 


“The Cheviot Finish Paper" Substance 20 


| PRINTS BOTH SIDES! Opaque. Won't show through. 
DRIES INSTANTLY! Absorbent. No offset or smudge. 
TIME-SAVER! No blanks. 


i ECONOMICAL! Can be mimeographed on both sides. 
Inexpensive. 


Feeds weil at high speeds. 


COLORFUL! 
tive. 


! 8 POPULAR COLORS: 


Gold, Blue, Orange, Yellow, Granite, Peach, Lime, Red 


Makes your mimeo pieces more attrac- 


PACKED IN 10 REAM CARTONS 
Write for Samples and Prices. 


| 
DUPLICATING PAPERS, Inc. | 


133 West 19th St. New York 11, N. Y. 


Yes, your dealer 

has it... with new 
features and even 
finer performance! 


BACK AGAIN! 


THE FAMOUS APSCO 


CHICAGO wove: 


Immediately 
available 

in two 
models... 
transparent 
or all-nickel 
receptacle. 
Get details 
now. 


AUTOMATIC PENCIL SHARPENER CO. 
World’s Largest Producer of Pencil Sharpeners 
ROCKFORD, ILL. + LOS ANGELES + TORONTO 


October, 1948 


ad DIRECT FROM MANUFACTURER 


PROMPT DELIVERY! 
i (A) PARTS BINS, 87” hich, 36” wide, 12” deep. Inside 
interchangeable units built to your specifications, Figures 
j; prove STANSTEEL parts bins arranged to your specifica- 
tions cost less than ready built equipment! Write for 
separate circular and easy-to-order form 
| (B) LOCKERS, 78” x 12” x 18”. 78” x 15” x 18” and 
78” x 18 x 18”. Single tier 3 or more wide. 
(Cc) SLIM JIM UTILITY CABINET, Storage Style. 
24ST; Wardrobe Style, 24WA. Ideal for narrow spaces, 
; Measures 72”x24"x18". There’s 10 feet of shelf space in 
24ST, or plenty of room for clothes in 24WA, Both styles 
easily interchangeable. 
(D) STORAGE CABINETS, 72”x34"x18”. Style 4ST shown 
with 4 adjustable shelves. Also available Wardrobe type 
Style 1WA; Combination Wardrobe and Storage Cabinet, 
Style 3CW. All with 2 chrome handles. Yale lock and 
keys with 3 point locking device. 
(E) COUNTER HIGH CABINETS. Two adjustable shelves 
; in this low-priced 42’x34”x18” steel cabinet. Style 2CH. 
(F) DESK HIGH CABINET. 2914"x24"x18" 1 adjustable 
shelf. Style 1DC. 

EXTRA HEAVY GAUGE CONSTRUCTION 
Avai‘able in quantity. Extra shelves available for all 
cabinets. All items finished in baked Olive Green enamel. 


Send for Complete Catalogue and Price List 


STANDARD STEEL 


EQUIPMENT COMPANY, Inc. 
Manufacturers of Steel Cabinets, Lockers and Shelving 


Dept. OM-3, College Point, L. 1., N.¥., FL 9-8090 


For Better Value 
BUY 


7HE 


LINE 


Loose-Leaf 


BINDERS 


Recognizable value and quality, plus last- 
ing performance, has made the Elbe line 
of Loose-Leaf Binders the choice of thou- 
sands for over 39 years. Next time you 
need binders—choose the line made by 
specialists. 


Write for our catalog today 


Boston Office—I0 High St. 
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= “FRITZ-CROSS” 


BUSINESS CHAIRS 


STYLED 
TO PLEASE! 


PRICED 
| TO COMPETE! 


' BUILT 
— TO LAST! 


| : 7 : Steel Chassis construction . . . Balanced-Posture Design 
a - - + Production and Deliveries approaching current basis. 


Write for New Catalog 


i THE FRITZ-CROSS CO. 


__ 300 E. 4TH STREET ST. PAUL 1. MINN. 
- TT REA MOR 


W. C. LEUTE 


COMMERCIAL LEATHER GOODS 
54 DEY STREET NEW YORK 7, N. Y. 


Canvas & Leather All Leather Mail- 
Mailbag =215 bag =214 

Price Price 
19x10...... $10.00 = 18x10..... $15.00 
bict®...... 11.50 15x12...... 17.50 
i! 13.00 17x14...... 20.00 
POx15...... 15.00 = 20x15 22.50 
| oe 7.50 24x16 26.00 
26x18 19.50 26x18 29.50 


S215 


Heavy Duty Bag for Mail, 
Securities and General 
Messenger Use 


2224 
NG: BS aio wae ee Paid price $19.50 
rn hneas 21.50 
1s ate a ate ~ 23.00 
20 . ee ee 2's 25.00 
Sco wert oe 27.00 
ee 6a lea me 29.50 
ee a ee “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We also 
make messenger wallets, money bags, brief cases, zipper cases, 
accountants’ cases and salesmen’s sample cases. 


WE INVITE YOUR INQUIRIES 


| 


rsa 7 _ a 
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COMING EVENTS 


Controllers Institute of America October |0th-13+th 
17th Annual Nationa! Meeting of Controllers 
and Financial Officers 
Commodore Hotel, New York 
National Institute of Governmental Purchasing October |8th-20th 
3rd Annua! Conference 
Bellevue-Stratford Hotel, Philadelphia 


National Business Show October 25th-30th 
Grand Central Palace, New York 
Office Management Association of Chicago 
January 3lst-February 2nd, 1949 
10th Annual Office Equipment Display and Seminar 
Stevens Hote!, Chicago 
Industrial Management Society November 4th-5th 
12th Annual National Time & Motion Study Clinic 
Sheraton Hote!, Chicago 


NOMA Area Conferences 


Area | Conference . October 14th 
Springfield, Mass. 

Conference & Exposition : October 17th-20th 
Junq Hotel, New Orleans 

Business Equipment Exhibition November 9th-! Ith 

Valencia Ballroom, York, Pennsylvania 
Northern California Regional February 25th, 1949 
Sacramento, California 

Business Education Seminar = _.March 26th, 1949 
Elizabethtown, Pennsylvania 

Business Show ..... April 1 ith-13th, 1949 


Toronto, Canada 


AMA Conferences 


Office Management ................ October 26th-27th 
Pennsylvania Hotel, New York 
Production . er é November |8th-19th 
Drake Hotel, Chicago 
Insurance ; December 2nd-3rd 
Drake Hotel, Chicago 
Finance ; .......,..JSanuary 20th-2Ist, 1949 
Pennsylvania Hotel, New York 
Personnel _... Pramatantndod February |4th-l6th, 1949 
Palmer House, Chicago 
Marketing |. ; .March I7th-18th, 1949 
Pennsylvania Hotel, New York 
Production . _.... April 14th-1 5th, 1949 


Pennsylvania Hotel, New York 


Packaging i : May l0th-12th, 1949 
Auditorium, Atlantic City 
Insurance .. era wus _......May 26th-27th, 1949 
New Yorker Hotel, New York 
General Management _... June 8th-9th, 1949 


Pennsylvania Hotel, New York 


Life Office Management Convention 
Executives from virtually every leading United States 
and Canadian life insurance company were on hand for the 
opening in Chicago on September 22nd of the annual con- 
ference of the Life Office Management Association. The 
three-day meeting was to be devoted to more than a score of 
papers on the newest developments in office management 
and personnel procedure. 
Opening speaker was the association president, R. C. Kneil, 


| of Pittsburgh, Pa., vice-president of Reliance Life Insurance 
| Co. 


The association, founded in 1924, carries on joint research 
through a number of standing and special committees and 


| has published 898 papers, addresses, research reports, and 


other material and has also conducted educational courses 
for many thousands of life insurance home office personnel. 


Filing Association To Hold Benefit 
The Filing Association of New York, 299 Madison Ave., 
is sponsoring a benefit bridge party October 30th from noon 
to 5 p. m. at the John Wanamaker store Women’s Clubhouse. 
The proceeds will go to the Building Fund of the New 
York Infirmary for Women and Children. 
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-13+h 


-20th 


-30th 


1949 


h-5th 


SUPERIOR 


PRODUCTS 


FOR OFFICE-FACTORY-HOME 
STAPLE REMOVERS 


CLIPBOARDS 
= 


CLIPS 


HANO 


A “NEW LOOK AND 
LOCK” CLIP BOARD 
Handy no-slip clip, grips 
and locks paper or pad 
firmly. Gives full-view, 
more writing surface. Side 
tabs hold papers square. 
Easy to hang. Light, non- 
warping, satin finished 
aluminum. Lasts a lifetime. 
Legal, letter, note and pad 
sizes. Special sizes also 
available. 


HANDY SPRING CLIP 
New, narrow design. No- 
slip grip holds and locks 
papers with greater strength 
than old type wide clips. 
Gives full view. Eliminates 
need of a variety of sizes. 
Very sturdy. All steel. 
Bright nickel finish. 


-wat” 
HANDY STAPLE REMOVER er ’ 
Works with full visibility. Especially ideal for » 
heavy duty office work. Removes and ejects 
staples neatly and quickly from original holes. 


Does not tear paper or jam. Steel and brass _ 
construction. Nickel finish. Boxed individually. 


Manufactured and Guaranteed by: 


METAL PRODUCTS ENGINEERING, Inc. 


4000 LONG BEACH AVE., LOS ANGELES 11, CALIFORNIA 


THE CLAROTYPE CO., INC. 
261 Broadway, New York 7 


ed on the pick-up 
Can on the job 


Corfe to prevent ( i 


paper abrasion 


only the genuine - 
bears the trademark 


ARTGUM is the registered trademark of 
THE ROSENTHAL CO., New York City U.S.A. 


Merce’ SERS La 


Y” BEN 


lh 
EVERY DESCRIPTION 


*MADE RIGHT 
*PRICED RIGHT 


44./ LEX/NGTON AVENUE 
NEW YORK /7, N.Y. 
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NOW, DRI-KWIK STAMP PAD 
GUARANTEES OVER 200,000 
IMPRESSIONS 


Dri-Kwik stamp pad, cellophane wrapped— 
one of the most outstanding offers in a rubber 
stamp pad ever put on the market. Guaranteed 
for over 200,000 impressions. Carefully con- 
structed of special woven felt and muslin on 
perfectly insulated block—inked with Dri-Kwik, 
a special ink that is odorless and dries instantly 
after use, but remains moist in stock. 


o 

- 

° 

. 

+ 

+ 

. 

Sd 

¢ 

; 

Sd 

¢ 

; 

; 

> € . ° 

° 

¢ Can furnish you with a complete line of 

: @ Daters of outstanding value 

@ Numbers of high-grade rubber deeply moulded to 
give clear impressions 


* Inks—for all marking (in sending orders, please 
a of material to be stamped for faster 
service 


Also now available . . . £40 Pica Dates... 
£42 Long Primer Dates. 


Write for Catalog. 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth 1, N. J. 


ee AAA AAAAAAAAAAAAA Adin 
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TONIC VAL 


— = 
a a eel 


Led by architects and office 
planners the trend is to Office 
Valet wardrobe equipment, 
By keeping wraps dry, aired 
and open to germ killing 
light this modern steel equip- 
ment helps prevent spread of 
epidemics and resulting ab- 
senteeism. Keeps wraps “in 
press’’ helps employee mor- 
ale, saves floor space, fits in 
anywhere, ends locker room 
evils, 


Widely advertised in general 
business, institutional and 
trade magazine, this line 
offers an almost unlimited 
opportunity for offices, fae- 
tories, schools and _ institu- 
tions. 


Write for r 
Bulletin A-4 i 


iin i ln alli i 


VOGEL-PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


Bruning Company Exhibit 

Two new Whiteprinting machines for the reproduction 
| of Bruning Whiteprints, exact “positive duplicates of any 
| original copy that has been either drawn, printed, typed or 
written on translucent or transparent material, will *~ ‘hown 
at the National Business Show, at Grand Central Pz New 
York, October 25th through 30th, by the Charles Bruning Co., 
Inc., the manufacturer, 4754 Montrose Ave, Chicago. 

These new machines, the Bruning Volumatic Whiteprinter, 
Model 93, for large-volume automatic production, and Model 
21, for moderate volume users, will be displayed at booths 
218-219-221-222. These as well as other Bruning White- 
printers will be shown in actual operation. 


OEA-NY Commences New Season 

The facts of continued chapter growth, and a “brass 
tacks” attitude toward the study of office administration 
problems for the coming year were made known to the 
| membership of the Office Executives Association of New 
York at the group’s first meeting for the 1948-49 season at 
the Belmont Plaza Hotel on September 15th. 

Introduced by Richard L. Forster, Ebasco Services, presi- 
dent of OEA, H. B. Harrison, Kenneth H. Ripnen Co., chair- 
man of OEA’s membership committee, told his listeners that 
their roster now numbered 571. Introductory comments by 
Mr. Forster told of the rapid growth of the National Office 
Management Association, of which OEA is a part. 

Another report, of interest to office management people 
everywhere, was that made by A. G. Whaley, United States 
Steel Export Co., who blueprinted the program of Office 
Week Forums, OEA’s regular contribution to the National 
| Business Show, scheduled for October 25th to the 30th in 
Grand Central Palace, New York. 

Regretfully, Mr. Whaley announced that registration for 
the seminar would have to be restricted to Noma members 
who have a company type membership, because of somewhat 
limited lecture space. 

Ray Colcord, Jr., Booz, Allen & Hamilton, chairman of the 
evening program committee for OEA, announced plans for 
lectures at future meetings that would include such subjects 
as clerical habits on the job, unionization in the office, and 
additional lectures on methods simplification. 


Guest speaker at the meeting was Ralph L. Lee, public re- 
lations executive of General Motors Corp., Detroit, whose 
address was entitled “Leadership, and What It Takes.” 
Drawn for his collected lectures, “Man to Man On the Job,” 
given before supervisory and executive grades within his 
| own organization, Mr. Lee said that a leader is a man who is 
not afraid to admit his mistakes, and is understanding in his 
attitude toward the mistakes of his subordinates. Among 
other attributes of the leader, Mr. Lee said, is a consuming 
interest in his job. 

Among the guests at the meeting that night were Vaughn 
Fry, Noma national headquarters, and Ray Leach, York 
Corp., York, Pa., chapter of Noma. 


Fedders-Quigan Appoints Distributor 
E. A. Bonneville, sales manager of the Unit Air Condi- 
| tioner Division of the Fedders-Quigan Corp., announces the 
| appointment of the L. & P. Electric Co., 682 Bedford Ave., 
| Brooklyn, N. Y., as distributors for Fedders Room Air Con- 
| ditioners. Plans include opening an office and showrooms in 
| New York. 


Louis Lidsky, partner in the L. & P. Electric Company, 
announces that a separate division is being established under 
the full-time supervision of an air-conditioning specialist 
whose sole function will be to completely integrate all phases 
of sales and service. He further added that his company will 
service the counties of New York, Queens, Bronx, Westches- 
ter, Nassau and Suffolk. 


October, 1948 
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All These 
CONVENIENT 
SAFE-KEEPING 
Features! 


Secret Chamber 

2 Locks—2 Keys 
20 File Folders 

5 Storage Envelopes 
Swivel Front 

e@ All Metal 


West of Rockies 


95 Complete 
Slightly Higher 


KEEPS PERSONAL PAPERS, 
SAFE, HANDY! — 


For Your 
Personal, Portable File, 
Choose Maso's "Bankette"! 


For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other 
records, you can't beat Maso’s “‘Bank- 
ette’’. Fire resistant, water repellent, 
the “Bankette” is a full 13” x 12” x 
5%” deep. Quality built for lasting 
service. Secret chamber with separate 
lock, 1%” deep. Swivel front opens a 
full 3”. Easy to file. Ample room for 


: . 1 everything. Your choice of beautiful 
seca ty Pertebie! baked enamel, Hammerloid finish, Green 


strong steel handle. Take 
anyplace. So handy, con- 


venient! 


Hope 
Institute 


First model hos- 

pital for care of 

advanced cancer 
patients 


The 
National 
Caneer 
Foundation 
85 FRANKLIN ST. 


NEW YORK 13, N. ¥. 


October, 1948 


MASO STEEL PRODUCTS: 


500-32 S. THROOP ST. CHICAGO 7, ILLINOIS 


or Gray. 


ORDER FROM YOUR STATIONER 


E SINCE 1874 : 
i Oricina DHNER 
a ES aeniaeaaee 


HANDY CALCULATORS 


| 

q 

} 

Sturdy: Low-priced: Weight 12 Ibs. 

| Easy to learn: New back transfer device 
speeds up calculations 


ASK FOR BULLETIN SO-103 


Qaim 


ADDING MACHINES | 


@ Automatic total and non-add key 
® Automatic subtract key 
@ Repeat and multiply key 


ASK FOR BULLETIN SO-105 
SOLE DISTRIBUTORS FOR U.S. A. 


IVAN SORVALL, INC. 
210 FIFTH AVE., NEW YORK 10, N. Y. 
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© Credit balance @ Electric @ Quiet | 


Nobema Is Proud of This Product 
YOU WILL BE SATISFIED USERS 


POSTER 
COLORS 


Opaque, bright hued, non- 
settling, ready-to-use for letter- 
ing, posters, fabric design and 
other crafts projects. 


Set No. 6 Contains the 6 basic colors packaged 
in attractive partitioned cardboard box. 

Per Set $.75 
Set No. 8 Contains 8 jars of colors in attrac- 
tive partiticned cardboard box. Per Set $1.00 
Set No. 12 Contains a fuller range of colors 
consisting of 12 jars in attractive partitioned 
Cre Per Set. $1.50 
Set No. 16 Contains the full range of 16 colors 
in strong white wooden box with sliding cover. 

Per Set $2.00 
These colors also come in 2 oz., half pint, pint 
and quart jars for larger users. 


NOBEMA PRODUCTS CORP. 


141 (g) Green Street, New York 12, N. Y. 


CAVANAUGH 
CASTERS 


You can get this ruggedly built, top-quality caster 
NOW-—prompt delivery. Your choice of the following: 


© TYPES: Plain stem, threaded stem, plate. 
© USES: Office chairs, wood or metal furniture, beds, 
washing machines, market basket carriers 
cribs, bassinettes, industrial & laboratory equip- 
ment, general utility. 
© WHEELS: Cushion rubber, Cavanite rock-hard compo- 
sition, cast steel. 
© BEARINGS: Plain, single or double ball bearing; top 
bearing. 
© FINISHES: Cadmium plated, oxidized copper, plain 
steel. 


If your supply house does not stock, order direct. 


Write for complete literature. 


JOHN CAVANAUGH COMPANY 


628 SOUTH CLARENCE STREET, DEPT. PU-5 
LOS ANGELES 23, CALIFORNIA 
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Are You Operating a Dead Letter Office? 
Are your files in an antiquated state?—Can you put 
your hands on important papers immediately? 

LET AN EXPERIENCED 


FILING CONSULTANT 


put your house in order. 


FILING 


CORRECTED @ BROUGHT UP TO DATE @ PREPARED FOR MICROFILM- 
ING @ DISPOSED OF WITH DISCRETION @ RECORDS IN STORAGE 
VAULTS & WAREHOUSES PLACED ON AN OPERABLE BASIS 


Free Advisory Consultation 


ELEANOR M. DOHERTY 


18 West 55th St. PL. 7-7620 New York City 


Sleek master: 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30/2" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP.., 


300 East 145th Street, New York 51, N. Y. 


FUTURA GREY 


FOR FAST, ACCU- 
RATE TYPING OF 
BOTTOM LINE IN- 
DEX ON ALL VIS- 
IBLE CARDS 


10 CARD SIZES 
$1.45 to $1.75 


Ask Your Visible 
Systems Supplier 


BOTTOM LINE 


or write to 


Controlled Front Feed Stop PALLEY MFG. CO. 


° os . 69 Mechanic St. 
Gives Precision Alignment isieceiaa Miean, 


Remington Rand Visible File—solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UNV ERS AL fiery ete New york 3. wv. Wgametean 


new 
“The House that Confidence Built” GR-3-3741 


106 OFFICE MANAGEMENT AND EQUIPMENT 


WANT-AD OPPORTUNITIES 


Rates are 10¢ a word. Minimum charge $2.00. Pay- 
able in advance. Address replies to all Box Number 
ads ¢ o OFFICE MANAGEMENT & EQUIPMENT. 
260 Fifth Ave., N. Y. 1, N.Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned We offer 
inal personal employment service 38) t d standing an 
m). The procedure of highest ethical standards. i idual 
your personal. requirements and develops overtures Without initiative 
on your part. Your identity is covered and present position protected. 
Write for particulars. R. W. Bixby, Inc., 292 Dunn Bldg. Butfalk 2 
New York , 


to vour 


QUALIFIED MEN whose earnings have been $3,000 and up This 
confidential exchange. now in its 19th year of service to high-gracle 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satistactory salaried positions. Eugene L. Williams. 
2220 W. Grace St., Richmond. Va. 


Positions W anted—Male 


SALES EXECUTIVE. 12 years of successful selling experience 


in 
Continuous and Snapout forms field. Well versed in Methods and Pri 
cedures work Familiar with most office machines and systems, Ex 
perienced in sales training and management. Seeking firm connection 
with established manufacturer of specialty forms or office equipment 


m salary and bonus hasis. OM-35, 


COLUMBIA UNIVERSITY Graduate with Master of Arts Degree, 


protessional writer and research man, seeks temporary assignment 


permanent connection with business organization to handle any type 
‘ research, writing, or editing, including preparation of office mar tals, 
employee training material, and house organs Can refer to long 


of satisfied clients. OM-36. 


BUSINESS MANAGER- Extensive experience in 


inalvs 
minual writing and office direction of such functions ‘ oO 
ment, warehousing, inspection, traffic. accounting. « nt 
budget control, and personnel management 14 expe et 
OM-2¢ 


Positions W anted—Female 
COMPTOMETER OPERATORS available for temporary eme: 


They do not go on your payroll. General Calculating Service. & Br 


way, New York, N. 


Help Wanted—Male 


ASSISTANT TO GENERAL MANAGER. Young man to 35. years 


4-5 years experience for small Southern City.  E-45, 


SALES MANAGERS— 30-50 years. Cookng utensils 
books, home modernization or related multi-call bac 


vacuum Cleaners, 
round and exper- 


ience. The men we want possibly started ringing doorbells and came 
up the hard way and now occupy executive positions Present sales 
executives earn trom $8/25,000 and up. Overwrite and salary. Please 
send resumes.  E-46. 


SALES PROMOTION—N. Y. STATE. Sell industry products and 
service through news released to trade magazines. Wonderful oppor- 
tunity. Adv. $4/5,000.  E-47. 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 
AMES SAFETY ENVELOPE COMPANY 
SUMMERVILLE, MASSACHUSETTS 


October, 1948 
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Streamlined 
Beauty in NEW 


BOSTON 


KS 


And not only more 
style, but more metal, 
more strength. Fam- 
ous BOSTON speed 
cutters. 8 Pencil size 
guide — nickel-plated 
or transparent recep- 
tacle. 
Cc. HOWARD 
HUNT PEN CO. 
CAMDEN, N. J. 
Speedball Pens @ Hunt Pens 


BOSTON 


PENCIL BEEEPEAER 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 
PROMPT SHIPMENT 


FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR (0. 


Dept. 1 
144 1140 Broadway 
New York 1, N. Y. 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files. safes, Ledger trays, etc., new and used. 
All equipment fully guaranteed. 


Write for prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


SORT-O-FILE 
FOR FASTER 
SORTING 


Save Floor Space 


Submit your sorting problems 
to us. We make sorting 
suggestions without cost or 
obligation, 


Quotations are on shuttle 
type sorters; sectional type 
as illustrated: the fastest 
check sorter made; and desk 
models with clamps. 


Associated Industrial 


Designers =p aay pa od the name 

8..8.8 ‘Loose-Lea orter’’ as ap- 

Systems Division plied to individual account 
3726 Effingham Place sorters. 


Los Angeles 27, California 
“The Sorter You're Always Wanted” 


_ TRAVEL EXPENSE 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


Beach's 
“Common Sense” 
Expense Books 


are best for keeping such records. 


Get them from your stationer or write us 
for samples and prices. 


Beach Publishing Co. 


Detroit 2 Mich. 


More and more typ- 
ists prefer Norta, the 
modern plastic type 
cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 
efficient. Longer last- 
ing. A favorite since 
1924. 


PLASTIC TYPE A, ER 


NORTA DISTRIBUTING CO. * 1123 BROADWAY, NEW YORK 10, N. Y 


October, 1948 


the original and still the best! 
ie 
BINDER CLIPS 


ion 
Aine! 3 Sizes: 4", 1¥2", 2" 


In demand — because they are strongly 
made, long lasting, economical to use. 
L.E.B. Binder Clips are precision made 
of rustproof tempered spring steel, 
Nickel-plated removable handles. 


Send for complete Cado line catalog. 


CUSHMAN & DENISON MFG. CO. 
135 West 23rd Street, New York 11, N. Y. 


AT LAST! A PRACTICAL WAY TO 
STORE TIME CARDS <27* tence eo 


must keep them. Fyl-A- 

Kard fits into a 12°x24” 

SS file drawer, or can be used 

au. .¥ as active open file for time 

Le." « cards, job tickets, repair 

.: orders, etc. Price: $7.75 

and $8.15. Write today 
for specifications. 


Registered U. S. Patent Office 


Portable—Removable—Permanent—Adjustable All-Steel Construction 


FYL-A-KARD MFG. CO., 1327 W. Girard Ave., Phila., 23, Pa. 
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SHORT CUT TO— 


Efficient Inter-Office 
Communication! 


FACTORY 


With Executone...the modern electronic inter-com 
...there are no hand-sets to fumble with, no dials to 
twirl, no batteries to go dead! 


Executone automatically gives you control of your 
entire organization through instant voice -to- voice 
contact. You just press a button—and talk! 


Instructions may be given, questions asked and 
answered. without anyone leaving his work. Executone 
minimizes inter-office traffic, 
relieves switchboard congestion, 
speeds up production all along 
the line. 


Unconditionally Guaranteed! 

Executone Inter-Com Systems are engi- 
neered to your requirements and uncondi- 
tionally guaranteed. Installed and serviced 
by factory-trained specialists in principal 
cities. Over 100,000 installations prove 
Executone’s dependability and leadership. 

. 

Two stations cost as little as $61. 

Systems with up to 100 stations available 


XOCUIOME 


COMMUNICATION & SOUND SYSTEMS 


| mail Coupon for Further Information 

I EXECUTONE, INC., Dept. K5 

1 415 Lexington Ave., New York 17, N. Y. 

| Without obligation, please let me have— 
| ] The name of my local Distributor. 
| _] New booklet “How to Solve Communication 
| Problems.” 

| 

| 

| 

1 


| 
| 
| 
| 
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IKE — OFF A»DUCK’S BACK 


ay | 
that 5 how Nx \ Permafit 
sheds humidity. - 


. WARPING 
( , STOPS SWELLING. 
( \ STICKING — 


Never again, Mister . . . never again need youtug/ eye-saving wood finish, introduced the first practical 
nd sweat over a sticky desk drawer! PERMAFIT hasY height adjustment, adopted as standard equipment the 
ut an end to all that. Every drawer . .. every ‘‘bouncing putty’ Levelmatic to compensate for uneven 
lide in your new Gunn desk . . . hasbeen treated , floors and rugs. 


ith Permafit . . . the sensational new humidity- ; 
roof wood sealer. It penetrates every pore, every And now — the Permafit treatment is standard practice 


ber — stops warping, swelling, binding — assures 0” ALL Gunn desks — on the dignified, traditional Chip- 
lick, smooth, silent lifetime operation. b pendale . . . on the famous Pioneer Starline, engi- 

neered as a personalized working tool for executives 
tes, Permafit is another Gunn “‘first’’ — introduced . . . on the amazingly inexpensive, mass-produced 
by the same alert organization that produced the~ Budget Line. Let your Gunn retailer demonstrate these 
amous Coronet desk, developed the first real new Gunn features! 


— ore ee EE << al 


__ in Gunn office — 
( _ desk drawers — 


b 
Cat | 
"EXECUTIVES! There's eee 
a special Gunn Starline or F 

Budget Line desk for every office 
worker. For the handsomely illustrated 
Gunn catalog, drop us a line TODAY — 
on your business stationery. Gunn Furni- 
ture Co., Dept M Grand Rapids, Mich. 


The emblem of co-operative service, values, 
ond progress. 
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A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel. . 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
,..not shaded or blurred. 


Underwood... 


Good to Look at... 


Tal it tris Leaug # 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


TYPEWRITER 


LEADER OF 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing... all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
. therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines... Accounting 
Machines ...Carbon Paper... Ribbons 
and other Supplies. 

One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St., 27 

Toronto 1, Canada UNDERWOOD 
Sales and Service Everywhere Lo al 
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